DOCOHIHT IISUMI 



ED 137 583 



CI 010 €19 



iUTHOE 
INSMTOTION 



PUB DATl 
NOTE 

IDBS PEICl 
.DESCBIPTOIS 



IPlNTIFIlfiS 



schenck^ Norma Elaine • Powers^ Kim 

Career Guidance Institute {3rd^ South Bend^ Indiana^ 
May 1975). Final Report, 

Indiana Dniv* ^ Squth Bend^; National llliance of 
Bueineesmen^ Washington, D* C. i South Bend Community 
School Corp** Indi 
May 75 i 
130p. 

MP-iO*83 HC*$7*35 Plus Postage* 

^Idministrative Personnelj iudioTisual Programs! 
Business I Business Hesponsibility i ^Career Iducation; 
Career Opportunitiesi Community inYolvementj Data 
Analysis I Elementary Secondary Educationi Employer 
Attitudes I ^Institutes (Training Programs) % 
Occupational Information; Program Descriptions i 
^Program Ef fectiTenessi Program ETaluation; Program 
Planning I lesource Materials; School Community 
Relationship! ^School Industry Eelationshipi *^School 
Personneli Teacher Workshops! Vocational Education 
♦Indiana I Indiana (South Bend) 



ABSTRACT 

During the 1974*75. school year, 23 educators and 
counselors participated in the 'third. annual Career Guidance 
Institute^ a cooperative effort, of the National alliance of > 
Businessmen, Indiana aniversity at South Bend, and the South Bend 
Community School Corporation* The institute was organized to increase 
the participants" awareness and knowledge of Tarioua aspects of the 
world of work which would consequently help students develop career 
awareness based on current occupational information* This final 
report of the institute outlines the organizational planning By the 
Joint Utilization of Industry, Comaunity^ and Education Committee 
(JUICE) and discusses orientation workshops, the institute itself, 
and pre- and posttest analyses of the institute's effectiveness* One 
of the main goals of the institute is listed as the strengthening of 
communication between educators and the business*industry community, 
which was achieved by the participants' exploring local employment 
opportunities, through tours, seminar sessions, and informal 
conversations with area businessmen. The educators' formulated plans 
for implementing career guidance in groups and on an individual basis 
in their own schools are also presented* The appendixes to the report 
contain a list of Career Guidance Institute goals and objectives, 
institute participants, a materials list, evaluation forms, and slide 
scripts of businesses and industries visited by the participants* 
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THIRD ANNUAL 
CAREER GUIDANCE INSTITUTE 

by 

Mrs, Norma Elaine Schenck 
^--'^^ and 
Ms. Kim Powers 



I • Introcluc tion 



The Third Annual Career Guidance institute conductad in 

South Bend, Indiana, during the 1974-75 school year was developed 

through the cooperation of th^ National Alliance of Businessmen, 

Indiana Universiiy at South Bend, and the South Bend Community 

School Corporation. A joint utilization of indus t ry , communi ty , 

and education (JUICE) commi t tee was organized to formulate plans 

for Che Career Guidance Institute as foliowss 

Mrs, N, Elaine Schenck , Business Education Coordinator, 
South Bend Community School Corporation, South Bend, 
Indiana 

Mr/ Emil-W, Reznik, Vice President, Human Resources 
Departmenc, Associates Corporation of North America, 
Sou L h Bend , I nd j ana ; 

Dr, Eldon Ruff, Indiana University at South Bend, South 
Bend , Indi ana , 

Ms. Kim Powers, Career Resource Center, Indiana Universiry = 
at South Bend, South Bend, Indiana 

Mr, Wesley K. Johnson, Coordinator, National Alliance of 
Businessmen, South Bend, Indiana 

Mr. John Makielski, Manager, Management Development, The 
Bendix Corpcara t ion , South Bend,, Indiana 
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Mr, James Treacy, Vice President and Group Executive, 
The Bendix CorpQration and Metro Chairman, National 
Alliance of Businessmen^ South Bend, Indiana 

Mr, Henry Faferman, president, Peferman Motor Sales 
Corporation, South Bend, Indiana 

Mr, Joe Sanders J Metro Director, National Alliance of 
Businessmen, South Bend, Indiana. 

Mr. Eli Miller, General Manager, South Bend-Mishawaka 
Area Chamber of Commerce , South Bend, Indiana 

Dr. Gerald Dudley, Indiana University at South Bend, 
South Bend, Indiana 

Members of the JUICE Committee met on Wednesday, June 19, 
1974, to review the Fiscal Year 1975, National Alliance of Business- 
men Career Guidance Institute proposal. Committee members were in 
agreement that a proposal for a Jhrfd Annual Career Guidance In-* 
stltute should be prepared and submitted to. the National 'Alliance 
of Businessmen on July 1, 1974. ' 

On June 21, 1974, the proposal was prepared in rough form and 
sent to JUICE Committee members for review and suggestions. The 
proposal was finalized and submitted to the National Alliance of 
Businessmen on July 1, 1974. 

Subcontract No, NAB 75-18 was received by the South Bend 
^Community School Corporation. A memorandum was sent to 21 ele- 
mentary and middle school principals of the South Bend Community 
School Corporation in September announcing the proposed Third . 
Ahnual Career Guidance Institute with applications enclosed* Also, 
letters and applications were sent to penn-Harris*-Madison School 
Corporation and the Mishawaka Schools, 

5 



Applications of 28 persons wer.e accep t ed and 'enrolled in 
the Institute; 23 members completed the Institute. Tentative 
plans for the Institute were reviewed wi th , the JUICE Committee 
at a meeting held on Sept ember 27, 1974. 

On October 16, 1974, an orientation-dinner meeting was 
hosted by th_^e Associates Corporation of North. America in their 
executive dining room for the educational participants as well 
as for the representatives of the 27 firms that would be pro- 
viding tours and seminar sessions. Dr. Bldon Ruff of Indiana 
University at South Bend discussed caxeer education, Mrs. Elaine 
Schenck outlined the specific objectives of the Third Annual 
Career Guidance Institute, and Ms. Kim Powers chaired a panel 
of former CGI participants in relating their CGI experiences to 
their present assignments. 

Following the general session, Dl*. Ruff and Dr.. Dudley me| 
vvith the educational participants and Ms. Powers talked with 
business representati'ves. 

On November 1 and 2, a workshop session was held at The 
Lodge of the Associates Corporation in Niles, Michigan, Business 
leaders Were invited lo meet wi th educational participants on 
Friday, May 1, to discuss occupational needs in their areas. On 
Saturday, Ms. Powers gave the participants suggest ions on how to 
conduct interviews. Materials that had been ordered for the 
Institute were distributed and discussed by Dr. Dudley, Dr. Ruff, 
Ms, Powers, and Mrs, Schenck, 
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Following lunch participants were given an opportunity to 

select ten of the following scheduled toursi 

Indiana Bell Telephone Co. , Inc. 
Feferinan Motor Sales 
Parrish Machine Co, , Inc, 
Penz Tool & Mfg. Co., Inc. 
University of Notre Dame^ 
Garvey Pattern & Mfg* Co., Inc. 
Career Resource Center 
Martin Machine Co. , Inc, 
The Bendix Corporation 
Ramada Inn 

Valley Bank & Trust Company 
Associates Corporation of North America 
Carleton Financial Computations 
South Bend Lathe 

Indiana State Employment Service 
Sibley Machine & Foundry Corporation 
White Farm Equipment Company 
Robertson^ s nepartment Store 
Indiana State Employment Service 

S. Ayres^& Company 
American National" Bank ^& Trust Company 
AM General Corporation 
Roach Appleton Company 
The.Torf ington ^Company - 
First Bank & Trust Company 
South Bend Tribune 

Indiana St Michigan Electric Company 
Avanti Motor Corporation 
St . Joseph ' s Hospi tal 
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A report session wa 
Wednesday, December 4, at 



s held for educational participants on 
the South Bend Community . School Cor- 
poration Education Center. All participants had experienced at 
least one tour and- seminar session at the time of this work 
session and were able to make recommendations concerning futUi/e 
tours, AlsOy slides that had been taken thus far were evaluated 
by the group. " , ■ . 



New materials were discussed and distributed to the members. 
Educational participants were given the opportunity of selecting 
project assignments in the following areasi heavy industry, pre- 
cision manufacturing, financial and clerical, production and ■ 
assembly, retail, utility, health services, hospitality and 
inkeeping , comniuiiication and media, and automotive. Dr, Dudley 
explained that the project assignment would include a slide^ 
presentation along with a, tape or vvritten script. 

On November 27, a memo was sent to all former, CGt educational 
participants inviting them to attend^tours that were not filled. 
Enclosed with the memo was a Career Guidance Institute form asking 
them, as CGI graduates, to complete the form and return it^ to 
Dr. Dudley (the results of this assessment will be reported in a 
later section of this report). 

On February 12, a second work session was he^ld in the South 
Bend Community School Corporation Education Center, At this 
Meeting representatives of the transportation industry^ gave a 
slide presentation and answered questions relating to career 
opportunities in transporat ion. Ms. Powers discussed employer 
evaluations that had been received thus far, and Dr. Dudley gave 
a general overview of the local employment^ community, - 

The final evaluation session was held on Wednesday, ^pril 16, 
1975. Members of the JUICE Cummittee, representatives of'*par- ^ ' - 

J 

tioipating businesses, and educational par ticipants were/invlted 
to attend. 



The finalized projects were presented by educational par- 
ticipants. The scripts of these appear in the Appendix of this 
report. The business and industry participants were given an 
opportunity to react to the presentations, and educational par-- 
ticipants submitted implementation plans as well as an evaluation 
of the CGI as a whole. 

The business representatives were very complimentary re- 
garding the presentations indicating that they were much improved 
over previeDus CGI projects, ' 
Comments included the followlngi 

— -place more emphasis upon on-the-job training 

' — portray more black people in the slides / ^ , . 

— ^invite "us** to talk to your studehts following or ^ 

preceding project presentations 
— ^emphasize the importance of attendance and attitude 
* — emphasize the importance of the employment application 
--emphasize the job^ interview; come alone for the interview ' 
— discuss stability. of employment in some occupations 1 
-=-our employees * really prepared for your visit 

It is planned that duplicate slides and tapes and/or scripts 
will be made of some of the better projects so that they may be 
used by many educators in the three participating school corporations 

A pretest/post test was developed by graduate students under 
the direction of Dr. Gerald Dudley of Indiana University at South 
Bend. An analysis of this test can be found in a later section of 
this repor t . 

The project director df the Third Annual Career Guidance 
Institute is indebted to the members of the JUICE Committee who 
gave so generously of their ,time and facilities, Also^ to the 



representatives of the local businesses who were most cooperatiye 
in conducting the tours, organizing seminar sessions follovving the 
tours, preparation of handouts, and in s.everal instances hosting 
Punches or dinners. 

Again as in previous Institutes Dr. Eldon Ruff^ of Indiana 
University at South Bend, Dr, Gerald Dudley, Director of the 
Career" Resource Center, and Ms. Kim Powers, of the Career Resource 
Center ,devo ted much time to the organization of the Institute, 
Also, the preparation and analysis of the pretest/post test by 
Dr* Dudley's graduate students contributed a great deal to the 
professionalism of the Institute, 

Successful Career Guidance Institutes represent a great deal 
.of time and effort qn the part of many people. Although it is 
difficult to measure th% success of a project of this nature, 
communication has continued between businessmen and educators, 
and implementation plans have been made by the participants for 
improving ' Car eer Guidance in their educational settings. 
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II. SLIDE PROGRAMS 

- Tlie twenty-six visitation sites (excluding the Indiana State 
Employment Service and the Indiana Career Resource Center) were 
divided into ten cluster areasi automotive, communication and 
media, financial and clerical, health services, heavy industry, 
hospitality and innkeeping, precision manufacturing, production 
and assembly, retail and utility. Each participant was asked to 
select one of the3e areas upon which to develop a sound/slide 
program. As there were more participants than clusters most 
cluster areas were covered by a two- or three-member team. 

While on the tours, the participants taped interviews with, 
workers and took slides. Then these slides plus information ob- 
tained from the tapes and tour itself were put together to form 
the slide programs. To improve the content and comprehensiveness 
of the programs, the participants were allowed and encouraged to 
use slides and tapes that had been produced by last yearns 
institute. 

These slide programs provide the viewer with sor of the fol- 
lowing kinds of information: company description, product and/or 
service, number of employees in various skill levels, job opportun-^ 
ities and necessary scholastic background, entry job opportunities 
for less than high school graduates, future occupational nfeedSi and 
Special educational and training opportunities, etc. 

Slide programs were also produced by participants in the 1974 
Institute, but not by the 1973 Career Guidance Institute group. 
The 1973 group developed a book that contained reports on the 



various companies toured that=^eax.^ Though thes^ reports were 
a resourc to the educators who had been a part of that Institute 
they were not as useful to other educators and students.- After 
that Institute it was decided that participants would use sound/ 
s^ide programs to document their visitations. 

Though the audio-visual programs provide the same kinds of 
j.nf ormation as provided by the company reports, they do offer 
several advantages. Firsts in this form these rriaterials are more 
.'effective for use with students and by^ other educators than were 
the printed materials; and secondly, the taping, slide taking, 
and other aspects of program development and production were 
learning experiences for nearly all participants. Many have in^ 
dicated that after this kind of experience they are now much 
better prepared to develop a sound/slide program for their own 
guidance or classrodm use. . . ' 

This year's^ slide programs were far superior to last year's, 
liistitute organizers feel that this is due to the increased time^ 
spent on study of slide taking and program\product ion techniques. 
During both the November workshop and the February meeting, par-- 
ticipantB were instructed in the area of slide program development 

The sound/slide programs are housed in two locations; the 
South Bend Community ^School Corporation's Education Center, and 
at the Indiana Career Resourc^e Center.- From either of these two 
sources, educators may check out the slide programs for use in a 
career guidance or career education activity. The written scripts 
of the slide programs may be found in Appendix E, 
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in. IMPLEMENTATION PLANS ■ ,. ' ■ 

.At the completion of the Career Guidance Institute the 
participants submitted plans describing how they would use their 
newly acquired insights and knowledge. Though the participants 
vary in the par^ticuiar. educational setting in which th,ey operate, 
their plans, in jeneral , focused on four major areasi resources 5 
instruction, counseling and guidance, and staff development. 
Folipwihg will be a segmented description of those plans with a 
summary section. 

Resource Materials ;. / 

All participants wer.e/required to produce a sound/slide 
program on a particular cluster area,* Th-ere-are ten sound/slide 
programf,^^ /Most of the educators plan to use the programs' as they 
work with students in the classroom or guidance area. Counselors 
indicate a desire to use all the programs^ while teachers plan to 
use those^ that relate to their instructional area* , , 

In addition to those locally produced programs,, nearly all 
par ticipants' plan to include many other resource materials in , 
their day-to-day work with students/ Through their visitations^ 
they have id^tified Idtal sources of already 'available career 
materials, and persons^ AlsOj many now feel more competent and V" 
knowledgeable in the selection of Commercially produced career 
materials should there be school monies available for such pufchas' 
'"-"^'^^'^y surprisT^X^ thai - 



they, already had or soon planned tc 




in the school' buHding. In their view this center should contain ' 

,not Ofily general career intoriTiation, but also materials pcrt"inc»nt 

to the iocal emgloynient area. Along with career centers, they 

also plan to more consistently and effectively utilize bulletin 

boards for the dissemination of career information. 

' ' ■■ . ' ' ' ■ 

Instruction 

__ ■■_ — _ ^ ^ - 

As /a ^^resul t of this Institute experience the teachers involved 
plan t^'^make changes in classroom instruction. 

Infusion of resource ptersons and field trips, is an obvious 
implementation step. One teacher plans to have students spend a 
day at a parent's or good friend's place of employment . Teachers 
of bolder students hope to have some of their student s ''shadow" 



workers. No jmatter what the specific plan, all suggest the need 
for opening the doors and'walls of the school to th% community, 
'^^ .Most teachers are now bet ter I able ^to relate their curriculum 
area/areas to th,e world of work. sThey see cluster areas rather . 
than a. few isolated jobs that relate to wha-t they teach,; In ad- 
dit^ion, Jthey are more knowledgeable on how to integrate career 
education with their on-going curriculum, 

N^e^arly all the teachers who participated in this Institute 
indicated that they are closely eKamining ^^the * content of the cour^se 
Qr^cdurses which they teich. While on their tours, they heard em- 
, ployers and employees^ discuss job market demands; identify^ the 
j^^iS^K skill areas of ybungtr employees (such as math); and describe 



the latest techniques, and processes in their field* Because of 



these newly gained insights into the vvorld of woi'kj the teachers 
feel a scrong jneed to modify their instruction so that they can ,| 
more real is t ically prepare their students for the world that lies 
ahead. ' , - 

' Again^ as a result of dialogue with those in business and " 
industry, vn^y teachers plan to spend ' instructional^ time on 
job-getting or employabil i ty skills. Included here would be 
application arid interview study along with actual practice* ^^A^~ 
number of teachers indicated that they had begun to emphasi'ze 
-attendance, not so much for school disciplinary reasons , but 
^for future employment possibilities. ' ; 

Role-play and simulatioii., experiences were included in the, ■ 
plans of many teachers. They indicated more competence in de- 
signing realistic work-related experiences with pre and post 
activities. As an example, on^ teacher in the; high; school social,^ 
Studies area designed a courtroom simulation experience that in- 
cluded as many workers as possible in that setting, ipre activities 
included attending a court sessioni interviewing workers in the 
field, researching career information, etc. Students then ''created 
a crime and set up the ^ courtroom situation* Workers included in 
the experience were the judge, clerk, defense at torney , prosectit ing 

attorney, recorder, bailiff, jury members, newspaper reporters, 

' ' • ' .= ^ - > ■ ' " ^ ■ - 

court artists, video tape camerapersons , witnesses, etc. Follow-up 

activities involved using the video tapes for discussion and 

eviriuirt^aTy'^pOTpc^ Resour-c-e— fier^nns.^__t-QO ^ were i nvolved with 

this follow-up. * ' 
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Sfev.e'ral. = teachers now feel much more confident in helping 
those students who may want guidance on career-related. problems. 
Those teachers who have responsibili ty for introducing under- 
classmen to their progfam offerings feel that the information 
and materials from^4nw Career Guidance Institute .will enable 
them to now show a more definite relationship between their 
courses and the world of work. 

' Counseling- and Guidance . 

Armed with new knowledge^ the counselors who participated 
in the Career Guidance Institute have many plans for their work 

with students. ' = 

• " ... " 

From the inSrights gained through visitation experiences^ 
guidance counselors feel that they are much better prepared to 
help students effectrively weigh career choices. From 'their first-- 
hand experiences in business'and industry, they now realize what . 
their students will face in the future and can hopefuily help the 
students to realize goals, . ^ f 

Many hav# been imparting their newly acquired information in 
discussions wi.th students on a one-to-one basis or in group sessions 

. ■ . V ^ ■ ' ■ / - - 

.^Students who went on totirs have been utilized as group leaders by 

' ' / 

several counselors. ' . . \ / 

As, with the teachers , many counselors are seeing the need to 

work wi th s^tudents in the area of Job-getting or /employ abili ty 

skills. ' . / : 
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A traditional responsibili ty^of counselors/in ' most schools ^ 
is that of scheduling students into classes. As a result, of the ' 
Institute, many of the couhselors are now better able to show 
students relationships between school subjects and the world of 
work, ; 

Having been made aware of the vast array of career resource 

materials, many of the counselors^lan to gather as many as 

^ ■ ~ '''' , * ^ 

possible for their students* use. 'Several have begun to organize 
career centers in their buildings. Again bullet in/ boards will be 
used as a ^yisible means to familiarize students with careers. 

Most all of the counselors indicated plans to make avallabie 
both career resource persons and visitations, for the students 
with whom they work. 

Realizing that career guidance does not take place solely 
within the confines of a counselor's office, most of the counselors 
are initiating classroum involvement. Many have accepted the role 
of catalyst and. consultant to classroom teachers and in some <ases 
this has even included some team' teaching responsibilities, Having 
accept ea, and functioned in these roles of catalyst : and consul tant ^ 
a number of counselors are beginning to see the career education 
concept spread to many of the curriculum areas and gr^de levels. 

One counselor, working in a state vocational rehabiiltat ion 
agency, found that the personnel contacts not only made her more ^ 
aware of 'the Local entry level jobs^ but also were an aid as sjie . 
func'tions in the area, of job development and placement. 
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Staff Development 
[:[ ■/. . As most ail see the. need' for a team approach 'to career 
/. educatibn arid guidance, participants in the Career^Guidance 
Institute are all quite willing to function as consultants and 
.resources to the other educaturs in their building. Many have . 
already initiated efforts to function in these capacitiea, 
\ The need for-total faculty career education and guidance 

in-service was jnen^f ioned by nearly ali^ participants. Several 
^ \^ these educators indicated a will-ingness to request and or- 
S^anize such an in-servlca program. Through such in-service , it 
hoped that more faculty will become informed and hopefully ; 

■ involved in career education. ' - ^ . > 

^ / ^ ■ - 

Currenrly some, par ticipant are serving \on school career : . 

' ' ■ . ■ ' ■ ~ ^ ■ i"- " 

education commit tees, . Because of their Institute .experiences^ 
: they feel that they are now more capable of making sound ',recom- 
' mendations ' on pol icy , curriculum^ etc. They find themselves 

assuming a more active and leading role in the decision-making ■ 
\/ position that they occupy as a committee member. 

Summary • 

Though the implementation plans of the^ Career Guidance 
Institute participants ar-e many afid varied, certain elements 
reappear in all. Most everyone agrees that career education 
. and guidance, to be effective, must be a team approach with 
each^member supporting the others, .Integration with the on-going 
curriculum is also mentioned throughout the plans, as well as 

V-' ■ . 18 ■ ■ 
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possible^ changes in the content of courses of study. Resource 
persons, fielcil trips and career resource ' centers are also in- 
cluded in most plans. Administrators, guidance personnel and 
reachers. all call for^ in-service programs. 



\ 
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Evaluative instrui\ents were used throuehout the Institute 

»^ ^ . ^ - ^ = ■ -■ 

^as a means of improvingfthe Institute as it progressed as well 
as -for the purpose of establishing a foundation upon which future 
Career Guidance Institutes could be based. 

> The objectives of the Institute were discussed at the 
orientation session and a copy of the objectives distribtited to . 
participants (See Appendix A) . Samples of evaluation forms may 
be found in Appendix In addition to- the evaluation forms 

uBed 4t the Workshops and at the final evaluation session , verbal 
feedba^Gk was . sought ^ at the report sessions held in December and 
February,*^ In addition, .employers were asked to evaluate the 
Institute following the tour arid seminar session held at their 
place of business* Also, educational participants were asked for 
specific comments (positive or negative) concerning the' tours* . 

Workshop Evaluation v / , 

An /analysis of the workshop program evaluation form indicated 
that a majority of the participants found the workshop to be ex- 
tremely valuable to them in terms of gaining an understanding of 
career guidance. - . 

Participants rated the occupatipnal name game mixer, con-* 
ducting the interview, activity , and ;the_paney of business le^^ 
as exqelTent. The other activities were rated either excellent or 
average. Not one participant marked any activity as being poor, ' 
and many participants wrntfi ^p^niar nnmmfinta nnnnerhing Wfi rx- 
cellent workshop facilities* ^ " ^ ^ 



\ [ - Analysis oY'- Ins t i t u t e In 'Light Of Objectives 

, . par ticipants. were = in agreement that the Institute set the 

stage for communiQation between the educator and the businessman. 

Educators indicated . that they had gained-'an awareriess and insight 

into employment opportunities in the local area a^s well as an ^ . • 

' ■ . understanding of the training, education, .and skills needed for 

various jobs. Typical comments of educators follow : 

■" / ^--1 am more/aware of the diversity of 6ppor.tuni ties ^ . : 

— I have some' knowledg-e of trends In our community in ' - 

terms .of fu-^ture Jobs . ■ 

— -It gave/me insight of the Jobs available and the 

.training needed ' . ^ 

— School/'attendahce is important to the prospective 

employer ^ : , ^ - _ . ^ ^ 

--It' was ^an exciting educational opportunity 
' ^ ^ — -I have a better kriQwl.edge of employment opportunities 
"I w^dri- be a^ be 1 1 ef r educator .be,cause ' of ' the things I \ 
■ ' : Mave learned , . 

--^The progr am was^^ excellent i good educational experience * 
---Mbst of the major objectives were met 
v.. — ;/I became acqiiaintfd wi^th many types of jobs I never 

\ ' " / knew, existed ^ ^ . 

/ ^ ' = ' ^ ■ ^ ^ ■ '' -. . ^ 

Although participants were^in agreement that most of the 

_ ^ . f' ^ 

objectives ^of the Insti tute were met, several reported that they 

' ' did not feel that enoughMime was spent on the third objective 

which related to disadvantaged youths. .Typical comment^s followi 

^„The Institute did not deal enough with disadvantaged 
youth problems . 
The Insti tute' did not meet objectives involving minority 
ethnic groups - ^ . . - ° 

™My' understanding increased the. least in this area 

Insight Gained-^^Career Opportunities 

In view of the current economic .recession, par ticipahts 
reflected' that Job opportuni ties might be fewer by the time students 
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are ready foT the job market. However, the educators expanded 
th'eir knowledge of local/current opportunities md reported as 

follows I . ^ ^ .... 

—-Good school attendance and attitude toward a day's 

^work is very important , ' 

— I^ am much more aware of career&^^in our own* community 
— A high school diploma is not necessary 

--Math skills are important . . & \ ' 

i --Oppo^rt unities' do exist for the economicaily disadvantaged 
™On-the-jqb .training is availajble/as well as f inancial / v 
support for employee education \ 
™ — Many good paying^^ jobs are available for students that; do; \ 
not have a, college education. . ; . ^ ■ . , 

™Most employers are equal opportuni ty 'employers ' / ' 

Career Guidance— Changes In Attitude / . / ; - 

The educators were asked to indicate any changes that occurred 

in their knowledge and/or attitude regar^rfing career guidance /between - 

ihe beginnihg of the Institute and its conclusion. Typical comments ^ 

f ollowr _ J \ \ 

— We better ■ push students to take more and better math/ = . 

classes . _ = v _ . ^ 

--Attitude and abilities should be matched with jobs'/ 
——We need. to give students a wider background in / ' , 

possible careers ' . . . ' / / ; - 

I — Too many educators are still thinking of edubation/ ' 

in terms of colleg% ' ^ ' ' ^ I ' ' ^ - 

— We must help children beccftne aware of occupations/. 

available ' . " . / 

~I feel much more competent to implement ideas in /my . ^ " 

own building ' " = - 1 \ 

— Many companies do not require a high schbol diproma 
™A good background in math, grammar, and oral exj^ression , . 

^ is important, to employers / ^ 

—More emphasis needs to be placed on Technical t^raining 
"^It is refreshing to find that many people are happy " 

with. their semiskilled through/ management Jobs 
—I. am much more aware of . occupations available and 

training necessary for jobs ' . 
"I recognize the importance of helping student s to 

develop a positive attitude , ■ 
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~I was not previously aware that so many wprkers 

enjoyed their work , 
— It is important that counselors spend more time ' 

wi th students who 'are not going to college: 
—I have a greater awareness of the specific and 
general, requirements of business and industry 

— I am more .conf iden t in^ my occupational counseling 
' — Health dccupations has many more opportunitiea 

for careers than I knew existed 
"--I had not realized the great number of occupations 
which require a good math background 

— I gained knowledge' *of where to get information and 

r esour ces 

~I have a greater understanding of values involved 

with -Work and the importance of kids understanding 
themselves 

— have 'a greater awareness of employment oppdrtunities 

in our area • - . 

— 'I. learned a lot about South Bend - 



Sugges t-ion-S^^-F-qr Improvement .... : . 

^ The educators' were asked to give suggestions for improvement 
of possible future Career Guidance. Institutes. Some of the. par- 
ticipants indicated that the Institute was excellent and could 
ho t be improved upon. Others .^gave construct iv'e_ suggestions for 
improvemen=t as^follows: ' I , . 

--Review previous year's slide presentations at the 

beginning; of the Institute > , ^ 

™Give more specific instructions to some of the businesses 
before we visit, them; some didn't realize what we, 
=----^^eal;l^y^ wanted ' ' 
— tape oT )tH^e^kind-of^^^^^^ we had at RACO with 

the. emplloyees would be a good^ additiori' -to ..any car ear 
guidance session ^— -—-—-^.^ 

' —I^^ude service stations in the tour, group; many young 
^ people , are interested in this arfita ^ \ ^ 

- — ^For the last session have each group give its pre- 
sent at ion ^before the representatives of tha^ 
particular industry for- criticism and help 
— ^The last session was .too long; divide into two groups. 
--Do away with "fancy" introductory meal; have two= small 
. ' dinners at -the conclusion - 
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— Include tourS' to TV and radio stations - 
—Make more direct references to the problein's of 
" ' disadvantaged youth 'V' ■ ^ 

— list of different o.ccuparions along with brief 
: job descriptions from each of the companies 

would have been helpful 
— -More companies should provide opportunities to talk 

directly with employees 
— Include tours of Court House^ City County Buildings 

other government agencies 

^ The educators were asked to react specif ically to each tour 
and seminar session in which they had participated. All of these 
comments have been grouped so that feedback can be given to in- 
dividual company represeritatives. 

It was evident from the comments that some company 

repjcLe^atativ^s..wje££. much .mQr.a.^ware=.^J^Jhm^^piiEpo&ss^^of^^^ ^ - 

Institute than others. In other words, participants were more 
interested in talking to employees and finding out about people 
and their jobs than in learning of the product made or. the 
service rendered by the company. Many of the company visitations 
were extremely well organized; many participants made this 
observation in their commerits. 



In other instances , ,the educators felt that the tour should 
have been planned- at a time when more employees were ''on*the- job:'' 
This pointy is well tak^n by the pro ject director and should be 
not'ed by the NAB staffC (In budgeting for substitute pay In 
thfe formal proposal , ' there is a definite limint_ation on the 
amount of money that can be expended for substitut'e pay ; many 
tours were plMneB for late afternQon or evening when shifts 
were not at maximum number. ) . / 
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In general', most of the- specific comments were positive 
and' participants Were truly grateful for the willingness of .. 
company representatives to spend^a great deal of time in pre-^ 
paratipn for the visdtation ^ conducting the tour, and answering 
the many questions*. ' ' ' - . ' 

.Eriployer . Evaluation \ ' - 

Following each visitation the business representative was 
asked to evaluate the Gareer Guidance Institute in terms of ^ 
whether or not the representative was adequately informed' of- the 
purpose and goals and objectives of the Career Guidance Institute ^ 

™-and„o£^^.^tJie„.^0-le. of the o.rgani2ation in the Instituted' Also, |v 
they were asked to react to the intere%t , ; at^ti tude , anii f=bili\ty 
of the educators to ask pertinent questions and ititerview em--\ 
ployees. They were^also asked for suggestions and recommendations^ 
fos possible Career Guidance Institutes, A copy of the/ evaluation 
instrument may be fdund in Appendix D, Twenty of the- twenty-seven 

- par t icipat ihg businesses returned the evaluation form* It is 
iriteresti'hg to note that twenty representatives f elt adequattery~~ 
informed regarding the purpose and objectives and goals of the 
Institute and felt that they were made aware of their role in 
the Institute. ■ , . 

All but one representative indicated that the management, 
team had provided the company with the necessary information ^ 
preceding the visitation* In general the company representatives 
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were in agreement . that the time allotted for the tour was 
sufficient and that the educators did focus on the worker and. 
displayed an ability to interview and ask relevant questions 
of employees, ■ ' , . 

: Although some of the industrial . f irms did not allow par- 
ticipants to take pictures, none indicated that tape recorders 
presented a problem. ■ 

' -. Eighteen of the company representatives stated that they 
felt that communication between the business/industry community 
and the educational commUni tyhad been strengthened as a result 
of the visitation. Also, many of. the company representat ives^^ 
asked that they receive feedback concerning the views of educat0¥s . 
regarding the visitatlonsv The specif ic company evaluations will 
be made available to those representatives who have requested ' the 
inforniatioh or to those who .may request.: it ^In the^ futur'e^: . 

. In making suggestions and recommendations, many represjentatives 
indicated that they would be willing to cooperate with future Career 
Guidance Ihsti tu tes and would possibly be able ' to plan better for 
future groups as their understanding of ^he Institute is increased* 
Some indicated - that more time needed to. be. spent on the premises, 
AlsOj one ampldyer expressed' the thought , that his employees 
really looked forward to having educators visit. In general the 
comments were positive;; hdwever it is 'possible that th-e 'seven 
company representatives who did not return the forms may hot have 
felt as positive about the Institute, ' ' 
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The employer evaluation form was sent to company repre-- 

sentati-vcs preceding the visitation. It was felt that by having 

the form in advance of the, visi tation that it would be of help 
•iiT'pranning the visitation. 
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V. PRETESr AND POST TEST ANALYSIS 

I, Introduction 
A. Objectives Of The Career Guidance Institute In South Bend 

The Career Guidance Institute in South Bend^ Indiana was 
developed through the cooperation of the National Alliance of 
Businessmen j Indiana University at South Bend, and the South Bend 
Community School Corporation, . = 

The Institute is organized to increase the par t icipant s * 
awareness and knowledge of various aspects of the world of work. 
These include job opportunities, conditions, and requirements* 
Guidance counselors, administrators, and teachers who par ticipate 
are expected to be able to help students develop career awareness 
based on "Current occupational information* It is also an ex-- 
pectc^tion of the Institute that participating business and 
industrial leaders will develop an awarene^ss of the need for a 
more comprehensive career guidance program. 

Participants are expected to derive new knowledge through 
their direct involvement with the industrial community. This 
knowledge includes the training necessary for different Job 
classifications and company advancement policies. Labor-management 
pblicies will be studied and participants are expected to display 
an ability to evaluate. the attitudes of employees, one of which 
is the way an employee views his job. 

It is also assumed that participants will develop a working 
knowledge of methods to' employ in communicating with disadvantaged 
children. In addition, they will acquire techniques for motivating 
disadvantaged children, 
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The Career (Suiclance Institute objectives state that participants 
must be able to ident i fy problems of the disadvantaged in^ terms of " "^^ 
job entry and on-the-job experiences. 

It is also an objective of the Institute that participants be 
"able to identify problems the disadvantaged have in the transition 
from a scliool environment to a work environment. 

The Career Guidance Institute supporters believe that the 
•participants should be able to devise their own plan for implementing 
career guidance programs at^ the local level. 

A Need For Career Education In The Curriculum 
The choice of a career is a vital, life decision. The rschool is 
a logical institution to provide the resources, skill, andj knowledge 
to help each Sv^udent with this decision. 

Career edutatlpn is not a rigidly defined program with a 
' specific end point-. It is\ instead, a process a constant 

..becoming, - In brief, career education seeks (1). to make the student 
aware of the broad range of occupations; (2) to identify his own 
interests, aptitudes, abilities, and values; (3) to explore 
groLUpings of| occupations through classroom instruction and concrete 
experience; (4) to relate his own personal attributes to the re*- 
quirements and characteristics of various occupations; C 5) to begin 
to make a tentative career choice; and (6) to obtain the necessary 
.skills and training to enable him to embark on his chosen career. . 

C, The Expected Outcomes Of The Study \ . . , , 

The goal of this study Is to determine the 'degree to which 

o 
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the Career Guidance Institute has been successful in accomplishing 
its objectives, 

' In order to evaluate the Institute, a questionnaire was 
developed and presented to those participants who were going to ; 
interview persons working in different businesses and professions. 

The research questions were divided in four distinct cate- 
gories. The first group of questions was headed Communications j 
and Career Awareness . The second ^ — Job Requirements . The third 
Job Conditions and Compensations and the fourth — Career Data .- j 
The first quest ionnaire was given as a pretest in Novem^ber. / 
In March, a post test was given. The results were tabulated to / 
ascertain the growth which had occurred.^ The participants of the 
Institute in 1^)73 and those of 1974 were also post tested and the^ 

f i , ' i 

results tabulated and compared with those of ^975, , i 

D, Limitations Inherent In The Approach Used • 

1. One of the biggest problems facing the researcher is | 
collecting valid data. Frequently , v.the. information thatseem^ 
significant is difficult to collect systematically. / 

2. Not enough data have been gathered to insure a very / 

....... \ - ■ ■ I 

thorough longitudinal study. The changing of the instrument /from 
previous studies causes it to' lack continuity, / 

3. A third limitation of the Pretest/post Test instrument^ 

is that some categories .of knowledge were already at a high ITevel 

^ ^ _ . . ■ ^ ^ ' . . . ^ I 

before, par ticipation in the Institute, .^Therefore, there. was very 

little opportunity to effect improvement. An example of thks 

■ ■ ■ • / 

'■!■■' 

■■ ' ■ . i ' ■ 
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limitation was observed in the knowledge category of understanding 
the living patterns of disadyaiitaged students. = 

4, Participants of the three Institutes were not given the 
same pretests. Theref ore there is ho way to accurately Fteasure 
the know! edge acquired after completion of the Institute, 

5, The sampling was not representative of the total education 
and/or business community, . ' 

6, Meaningful research has been seriotisly hampered by a 
lack of effective instruments to .measure such Concepts as per- 
sonality traits, career satisfaction/ needs, values and f amily 
environment, ^ 

E, Definition Of Terms 

1, Professional -™ vocations described as professional 
usually require a high degree of ^mental activity on the part of 
the workers and are often concerned with theoretical. or practical 
aspects of often complex and detailed fields. 

Most professional occupations including those of engineer, ^ 



architect, physicians , lawyer and teacher require specialized, 
theoretical knowledge of - a specif ic f ieldr^^ The other group , 
including occupations such as editor arnd actor does not require 
much specialized , theoretical knowledge ^ but demands a great 
of creativ,e talent and also^ skill acquired chiefly through ex- 
perience. Licenses are required for practice in many professions ~ 
medicine, dentistry^ teaching and pharmacy, for example — with- 
licensing au thori t ies determining the minimum qualification^ which 
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members must have.* In addition, professional societies set up 
membership standards, which tend to define their respective fields* 

2, Managerial -™ persons employed in these jobs are usually 
responsible for supervisory tasks of services-oriented occupations 
as well as some production focused fields of work. They facilitat 
the basic work purposes of -the establishment's they represent* 

3, Sales workers in this occupational group sell for 
manufacturers, insurance. companies and other producers of goods 
services^ 

4, Clerical — occupations concerned with preparing^ tran-- 
scribing, transferring, systematizing, and preserving writt-en 
communications and records; collecting accounts; distributing 
information; and influencing customers in favor of a commodity ^ 
or service , 

. 5\ Craftsmci — all the established crafts, such as bakers, 
boiler, makers , carpenters, electricians, locomotive engineer,, 
machinists, plasterers, upholsterers , industrial foreman and all^ 
types of rc^pairmen and mechanics. Many of the occupations are 
skilled, requiring an apprenticeship training period of from 
three to six years, - ^ ^ 

6, Semi-skilled the group includes manual occupations 
that are characterized by on^ or a combination of parts, of the 
following requirements The exercise^of manipulative ability of 
a highjOrder, but limited to a f airly, well-?def ined work routine; 
major reliance not ,so much upon the workers judgment of. dexterity 
but upon vigilance and alertness in si'tuations in which lapses in. 
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performance vvould cause extensive damage to product or equipment; 
and the exercise of independent judgment to meet variables in the 
work sitiaatioiij Which is not bused on wide knowledge of a work 
field and with the nature and extent of the judgments limited > 
whether by application over a relatively narrow task situation or 
by havirtg important decisions made by others* These occupations 
may require the performance of part of a craft or skilled occu- 
pations but- usually to a relatively limited extent, 

7. Laborers — The majority of this grouping are found in 
construction and manufacturing* Fishermen, garage workers, 
longshoreman and teamsters are examples of workers in^ this group, ? 
Training for these occupations is usually limited to high school, 

8. Service — Occupations concerned with performing tasks 
in and around^ private households; serving individuals in insti-- 
tutions and in commercial and other establishments; and protecting 
the public against ciiivij fire^ accidents , and acts of war* 

9. Two major groups*, private household workers and service 
workers (except private household) are condensed under this 
category. In the jFirst group are housekeepers , domestic gardeners 
cooks, babysitters, nursemaids, and general maids* These oc- 
cupations are usually filled with individuals who may not have 
completed high school. In the second group are placed personal , 
service workers, (barbers, waiters, bartenders) protectiv;e service 
workers (fire, police) and general service workers ( elevator 
operators, janitors), ■ ^/ 
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' .10. Affdrmative Action — progrtims to produce equal 

employmeht opportunity for members of minority groups ^ women , 
handicapped^ retirerees and the aged. These program agencies 
should assure that job classification plans do not include . 
factors which discriminate against the above mentioned groups, 

F . Summary 

For many of our youth, the work ethic is questioned and some 
have even decided not to work. Other s complain about the irreievanc; 
of much that they study and are quite bored with the educat ional > 
process. It is essential therefore that:.a redef ini tion ' of the 
roje education is to. assume in the lives of American you th be ^ 
articulated. The youth of today want to identify the meaning 
of life and their own possible contributions to betterment of 
this society. A decision to puruse a chosen career implies a ■ 
commitment to a life style and work style* The expertise of the 
total community must be brought to bear in aiding youth with this 
critical question, j . 

. 11^ Review Of Literature 

Career education is a relatively new concept in educational 
history. It became prominent^ in^ the early 1970's, when the United 
States Office of Education made it a top priority for reshaping , 
the country's educational system, .6 

In 1642^ the Massachusetts Bay Colony, adopted a law relating 
to the need "to put forth apprentices to learn trades," as part of 
an effort to increase the political and economic self-suf f T'ct^ncy 
of the Colony* - " 
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The *^01d Deluder Satan Act," enactad in the Bay Colony in 
.1647 provided schools to teach the children to read and write in 
"order to study the Scriptures and thus avoid '^ye ould deluder, 
Satan.** ' 

The just if icai iun foi: requiring the education of the young 
has changed dras tically over the centuries, but th^re is still an 
insistent demand that youth be taught to behave as responsible 
cifizcns in society, 

= From the earliest days of our nation the schools have there- 

fore been assigned the double task of general education, and what 
has now come to be called vocational education; 

The need for learning about the world of work is probably 
greater today than in 1642, A large/ majori ty of children in early 
agricultural society at least knew all about what their parents did 
in order to live and had a pret.ty good idea of what others did in 
the community* Today we can have no such confidence^ We have to 
turn to the. schools to help the children know what jobs mean and 
to prepare them for their careers as workers. We cannot wait 
until modern apprentice age; we have to start in the elementa;ry^ 
schools and continue through the adult period of life. This means 
the intimate collaboration of all teachers, not just the teachers 
of vocational subjects* * ; 

What is career education? It is different things to different 
ppople, .Vocational educators translate it as a new term for ^ 
vocational education, Mai^y academic teachers .view it as an extra 
field trip or an additional resource person coming to the class to 
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talk about his career. Guidance counselors envision more career 
days, a *career resource library^ and an increased emphasis on job ^ 
placemeM.:. Career education is a melding of these particular views 
into a comprehensive model that integrates the skills, concepts, 

and activities of the total . f acuity of the school. It is all 

^ ' ' -I ■ . ■ ^ 

education and involves learning to ea^n a living as well as learning 

' ■ ' ^ 7; " 

for enrichment. It has been suggest ed that career education is^^an 

integral dimension of the nursery thr^^ugh adult curriculum which 

provides for all students a sequential continuum of experiences 

through which each individual may develop a more realistic per- 

ceptioh of his capabilities and prepare him for entry and re-entry ^ 

into employment^ and/or continuing education, ' . ^ 

By the year 2000^ two-thirds^ of the children in kindergarten 

today will fill jobs not yet in existence. In 1980 there will be 

30,000 types of jobs available 'as compared to today's 21^000. The 

' implications of these figures /suggest that ihcreaslng number of 

youth must be prepared for car eers that require technical training 

at' less than a baccalaureate level* ' = ^ 

As a solution, Marland, the U*S, .Commissioner of Education^ 

suggested "dropping the term^"voc^tion7~eOT in favor of ; - 

. .. ' . . ' ^ . . - 

''career education,^' While career education will necessarily 

embrace many of vocational-^t echnieal education's^ skill producing 

activities, it will alSo reach^a large percentage of students now. 

unexposed to the usual vocational education of ferings, . Instead , 

25 percent enrollment in vocational skills programs, the career .. 
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education concept vvouicl affect, in a f undamcnt al fashion, as high 
as 80 percent of^ our young people,-^ 

Many educators now see the traditional vocational-technical 
education programs as irrelevant to the needs of the students, 
and unfit for the demands of. today's business and industrial com- 
munity, ' The schools work against the student gaining any real 
sense of involvement with work of any kind by confining the students 
to school premises' and by failing to co'nf ront them wi th live viable 
options, Academic pursuits are left out of a package that includes 
occupational skills leading by way of work experience to employment. 

An often cited cirticism of vocational-technical education 
asserts that these programs do not center around, transferable 
knowledge and skills, but concentrate on specific manipulative 
^operations that are too often quickly outmoded. These programs 
are mainly f inanced^ through the Federal Government, and local 
mani-cipalities do not share in their planning or .development , thus 
leaving inadequate community support and committment. 

Communication and Career Awareness 
-—--prank Parsons: has wrl tten ^'In the wise -choice -o 
there are three broad factors^ 1) a clear understanding, of your-^ 
self, your aptitudes, abilities, interests, ambitions, resources, 
liihitations, and thei^r causes; 2) a knowledge. of the requirements 
and cphditions of success, advantages and disadvantages, compen- 
sation, opportunities, and prospects in different lines of work; 
3) true .reasoning on the relations of these two groups of fact, ^^'2 



35 

r 

Our career education programs must assist students in making 
this "wise choice of a vocation.'^ , These programs and practices 
should involve stiidents^ teachers, parents, administrative staff, 
arid various individuals from the community in an interdisciplinary 
effort to infuse all elements of education with relevant career 
development tasks. The programs must be oriented to heLping youth 
with career decision making and planning, as well as vocational 
information gathering. ^ For each student, the schools must provide 
content activi ties that facilitate a successful transition to 
participation in work and leisure activities. For each student,, 
we must, also provide the unifying focus to combine educational a:nd 
cominruiity elements In viable career development* 

For m"^'.y of our v^uth right now, the work ethic is question- 
able anc! r^.-me have even decided not to work. Other youth complain 
about iVt^ ii relevancy of much that they study and^quite bored with 
the educational process. Will fifty percent of Americans end up 
supporting the other fifty percent, as President Ford has suggested? 
A redefinition of rhe role education is to assume in the lives of 
American youth must h-i articulated. The youth of today want "to ^ 
identi fy the meaning nf H f e aiid--thei contributions 
to betterment of thi^ society, A decision to pursue a chosen 
career field implies a commitment to a life style arid work style, ^ 
The expertise of the total community must be brought to bear in 
aiding you^;i with this critical .question* 

The ch'-.,'ce of career is a vital life decision. The school is: 
a logica:! a strument to provide the resources, skill, and knowledge 
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to help each studtMit with this decision. Caplow^' suggests that at 
the present timc^ selecting a career is a process of varied ex- 
periences and decisions that occur in random fashion for most 
individuals. Career entry is basically an "error and accident" 
process where one must be in the right place at the right time to 
secure entry into the work world. 

Job Requirements And Opportunities . , 

Pure chance is too tenuous for successful entry into the 
technological culture of today. It is estimated that ; 30 ,000 of 
the jobs that will be sought by youth of lOSO^do not currently 
exist, Hugh Calkins , chairmen of the National "Advisory Council 
on Vocational Educatdon has said that "this nation will never 
reduce .its pool of unemployed until it gives as much attention 
to prevention as' it gives to remediation* He estimated that the 
flow of untrained young persons into the unemployed pool amounts 
to about . 750 ,000 a year. Eight out of 10 high school studentsj 
should be getting occupational training of some sort. But only 
■two of these eight are. Consequently, half our high school students 
.are-^being of f ered what amounts to irrelevant , general education. ,. 

pap," ' = = 

In this, age of "Future Shock",- complicated by the present 
economic conditions career education becomes an even more critical 
part of our total educational program. It is essential that the 
youth^ of today and tomorrow bd prepared for multiple careers. 
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If today^s educators are to give students knowledgeabie employ- 
ment information, and be able to ascertain manpower needs of the' 
community, they must be in direct contact vvith.the business and 
industrial people on present job conditions, and job requirements 
and opportunities. The Career Guidance Institute has addressed it^ 
self to this need by arranging "tours of local bus:inesses to study 

and observe the training necessary for various jobs, compaiiy ad— 

■ ^ ■ - i ^ 

vancement policies, labor-management relationships, employee- 

co-worker attitude; to the company and for each other; employeeb 

estimation of the value of his job and the life-style of workers 

at various job levels."^ \ 
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aspects of Career Education remain controversial » How 
much emphasis should be placed on preparing the college bound 
student? How much vocational education? What about the disad- 
vantaged? What about the handicapped? What about the gifted? 

A growing number of innovative career education programs, are 
being carried out on a local level. In Seattle public schools, 
integrated career Information and experience have been infused into 
the curriculum from kindergarten tHrough grade 12. Young children 
are introduced to different types of workers and the roles they 
play in the community. Local labor, industry ^and business people 
"have an input into the development of new career courses, thus' 
ensuring that the training fits local needs, A computer system has 
been set lup to locate available jobs and future nanpower needs. 
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The .''cluster . approach" to career education teaches the student 
skills of ^related occupations which have similar Knowledge require- 
ments and permits them to keep career options open through high 
school and seek, advanced training in one of several fields. The' 
.method has been used by many schools: they feel that_ changes in 
.'technology or manpower supply will not- allow the skills, to become^ ' 
so x'eadily obisolete. "Quincy ^ Massachuset t s Vocational Technical ;; 
High School has developed 11 career programs providing instruction 
in more than 2-50 jobs.'" 

Many experimental institutions have been established to 
provic^e school dropouts and potential dropouts of ages>T6 to 21 
with marketable skills, such as the Work. Opportunity Center (WOCT 
of Minneapolis. ^Students can enter when f hey wish^ attend as 
many classes as they 'choose , and move'' through the program at their 

own pace. Upon completion, high- school credit is given. Since 

• ^ ' '' ■ ^ _ ' ' ^ ' ' 

opening in 1966, 3,000 young' people have graduated f rom WOC,"'^ 

_ ^ ' ■ -. 

Summ^£^ ■-'r^ " - ' 

Education must. open the door to . career opportunities ^ either 

directly to. positions that. provide satisfying work and incomes or 

to additional schooling that -will lead to the prof essions. 

In summarizing the .objectives of career education Bottoms 

succinctly includes: / 

,_1. Development of . sel f-under standing in relation to work 
/ activities. " 



2., ^Understanding the occupational, e4ucational, and business- 
labor-industrial relation facet of our^ society. 

3. Development of knowledge of differeht occupations, trends 
in the labor market, the changing attitudes toward work in 
so^ciety^ the reasons people work, and the life style of 
different workers. . . 

4. Providing each student with Inf ormation' about educationaJL 
[ offerings and their relation to dif f erent \ career s. 

5. Providing experience in career decision making and planning 
for more ef f ective transit ion from school to work, 

• . ^ . ^ ^ ^ - . ^ • 

The points most vital to a sound program include the need for 
'*eff ective functional career education" to introduce the children 
to the world oT work, in the early grades, the continual provision 
of job,^ information .and counseling throughout the school years, the 
recognition of the problems of the disadvantaged in seeking gainful 
employment, and the necessity for school and employers to Jointly 
plan educational programs to insure; adequate instruction _ and also 
sat i-sfactory employment , ' w 

The Career Guidance Institute was specifically formed to address 
.itself to the problem of communication between' educators and the 
business community. Increased' participant awareness and knowledge^ 
by these two. segments of the community, of the existing job op-- 
portunities, ^co^^itions, and requirements in the area can better 
benefit tl^e^student s and allow them to develop keener awareness 
based upon up--to-date occupational information, 

. ' III. Design Of The Study 

The location of this study was Michiana, a north central 
Indiana metropolitan area with a population in excess of 250 ,000 
people. There were three school systems that participated in the 



' ' ^ ' ^ \. ' 40 ' 

1974 Career Guidance, institute. These school 'systems were- The 
South Bend Communi ty School Corporation/ Mishawaka Schoors, and 
the Penn-Harris-Madison School Corporation. 

The 1974 Career Guidance Inst i tiite was attended by twenty-six 
teachers J counselors ^ and administrators f rom the aforementioned 
school systems' in the Michiana area* .These educators were enrolled 
in the year- long program and data from their pretest and post test 
scores were used to evaluate the effectiveness of the Career Guidance 
Institute, In addition, a post test was given to the participants 
of the 1972 and the 1973 Career Guidance Institutes* The results of j 
these tests have been. incorporated into this report: 

- Brief Description of Career Guidance 

Institute As It Has Been, In Operation In Michiana 

The Career Guidance Institute was a program through which 
'^participating educators could increase their knowledge of the local 
business/industrial community and at .the same time gain a new per-* 
spective of career education. Teachers, counselors^ and administrators 
whq participated in the Career Guidance Institute spent two days on 
a retreat to become familar with local business structures local 
employment requirements, hiring practices, job conditions, and 
projected employment opportunities* Participants were also involved 
in developing on-the-job interviewing techniques for later use in 
fulfilling the requirements of the program. The participants then ' 
spent the remainder of the year touring volunteer business/industrial 
facilities* When all the tours had been completed, the participants 
met in a post sess^ion to discuss their findings and to explore ways 
of incorporating them into individual career education programs. 



Measures 



The Carear Guidancel Institute Assessmem was the one'^ hundred 

- ■ ' • " ' ~ " ' [ ' / ' ' ■ I ■ : - 

and forty-two item quest ionnaire designed^ to evaluate the goals of 
the 1974 Career GuidancW Insi;itute. This instrument was/ divided 
into four categories, /feach category/was designed to measure a 
distinct area of career education*/' The four categories jare: 



/ 



1, pommuni cat ions' and Career Awareness; 

2, ( Job Requirements and Opportunities, 
3,. Job Conditions and Compensations. 
4. Career Data, 



Procedure 1 ^ 

On November 1-2^ 1974 the twenty-six participants! 6f the 1974 
Career Guidance Institute were involved in a two^day retreat to 
acquaint them with Career Guidance Institute and^ to prepare .them for 
on-^tie-job interview, participants were required, to complete the 
Career Guidance Institute Assessment before the first session of 
the r.etreat. On November 7ths the Career Guidance Institute 
Assessment was mailed to participants of the 1972 and 1973' Career/v^' 
Guidance Institute. On March 3^ 1974, the Career.; Guidance Institute 
Assessment was again administered to the 1974 participants. Data 
received from these pretests arid post tests'^were used to determine tl 
degree to which the Career Guidance Inst^/tute had been successful in 
accomplishing its stated goals. An analysis of variance procedure 
was used to analyze between group differences. 



Statement of llypbtheses in Null Form As" 
Measured at .05 Level o f . Signi f i cance . . :. 

i\ a. There will be no significant differences between .the 1974 
pretest and post test means within . th^' Communicat ions and .Career A- ^ 
wareness items of the Career Guidance Ins ti tut e Assessment', ^ ■ . ^ 

b. There will be no signif icant- dif f erences in the mean 
Communications and Career Awareness items of 1972, 1973^ and 1074 
CSureer Guidance Institute participants as measured by the Career 
Guidance Institute Assessment. - 

- 2. a,,: There will bd no significant differences between the 

1974 prd- 'and post test .rneans within the Job Requirements and . / 

' - . ' ^ ^ - ' ^ ^ / — / . 

Oppor.tuni't ies iten^s of the Career Guidance ' Institute Assessment, ^ 

b. There wiil be no signi.ficant differences in the mean 

Job Requirements an& Opportunities items o,f 1972, 1973,: and. 1974 

Career Guidance Ins ti^ tu^t e par ticipant s as measured by the Career 

Guidance Institute Assessm^lit ^ \- 

3. a^ There will be no significant differences between the 
1974. pre- and post test means witl^in the Job Condi tions and Com- 
pensations i tems of the Career Guidance . Insti tute Assessment , 

b* There will be no differences in the Mean Job Conditions 
and Compensations 1 terns of ^1972, 1973, and 1974 Career Guidance 
Institute participants as measured by the Career Guidance Institute 
Assessment, 

4, a. There will be no significant differences between the 
1974 pre- and post^ tost means with the Career Data items of the . 
Career Guidance Institute Assessment. * ' ^ . - 
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b.- There will be no differences in the m^an'Caree^ 
items of 1972 -1973, and 1974^ Career' Guidance Institute par tiicipants^ 
as ineasured by the Career Guidance Institute Assessment, ' . 

' Limitations Inherent In 

The Approach Used '" , ' / ' V 

I, One of the biggest problems facing the researchers was 
collecting valid data^ Frequently the information that seemed 
significant was difficult to collect systematically, 

.2. ^ Not enough data have been .collected to insure a very 
thorough longitudinal study. The changing pf the instrument for 
: each^ year's study caused it;to lack continuity, 

3, A third limitation of the study was the inability to do 
an analysis of covarience due to the lack of 'parallel pretests, 

' 4. The sampling was not representative of the total education 
and business field, . ' : 

XV, The Outcomes Of Th^e Study ' - / " 

The goal of this study is to determine the degree to which ' 
the Career Guidance Institute has been successfur in- accomplishing^ 
its* objectives, p \ ' ^ , _ 

in order to evaluate the' Institute, a questionnaire was pre- 
sented to those participants who were going to interview persons 
working in diff erent businesses . and professions. 

The following is ; a tabulation. of the mean scores as measured 
by the Career Guidance Institute Assessment, for pa^rticipants of , the 
1973, 1974, and 1'975 Career Guidance Institute, 
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4. 



7. 



8, 



TABLE .1. 



CQmrnunlcation and Career Awareness Result s from 1975 
Pre V Post T e sTin g - o f C ^ G 71 . P a r t x c i p an t s as Measured 
At a ,05 Level of Signiticance 



^" ^ ^ Pre- Post _ T Signit- 

Quest ion Test x Test x Ratio icarice 



have utilized industrial/ 

business representatives in ■ 

the learning experiences of ; 

children,. ■ 3.84 2,86 5,88 

have utilized materials 

prepared by business, and ' _ _ ■ ' ._ =^ 



industry to supplement 
student curricula. 


3. 


65 , 


2. 


45 


12% 


06 * 


feel the need fox a bilingual 
approach to career education 
in your school. 


3:. 


79 


4. 


04 




174 


believe" field trips and 
business tours motivate 
students to explore careers. 


1. 


7.5 


1. 


59 




247 ' 


feel these institutions have 
provided an awareness of 
career possibilities. 














a, Indiana University at South 
Bend , ' . ' 


2. 


OS 


1. 


.59 


2. 


97 


b. your school corppra.tions 


3. 


52 


• 3. 


04 


1. 


53 


c. business/industry 


3. 


57 


' 2. 


59 


7. 


04 * 


have developed skills, for 
using multi— media as a career 
awarehess technique. 


. 3. 


92 


2. 


59 . 


■ . 17. 


6'3 * 


have developed techniques for 
teaching ' job interviewing. 


4. 


26 


2. 


54 


19. 


26 * 


h^ve developed , skills for 
interviewing workers. 


= f • 


42 


2. 


40 


;27. 


22 ' * 



47: 



45 



TABLE I~'(Gontlnued) 



Quest ion 



Pre- ^ Post _ ~ Signif- 
Test X Test x Ratio Icance 



9',^"^ have knowledge of living ' > . . « 

patterns and life styles of ' . ■ " . 

the disadvantaged. . ^ :'t:-^-..^, ^ 3^45 " 3,04 ,867 

10. have ''a knowledge of techniques ■ ^ ' 

for motivating the disadvantaged, 3»84 3,54 .501 



* « *05 Level of Signif icance- 

Four/out of the ten items showed significant growth. 
Four] items showed no signif icant growth. 
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TAPLE II . ^ 

Job Requiremerits and Opportunities Results from 1975 
Pre. ^ Post Testing of . C.G.I, participant^^ as Measured ^ 
At a .05 Level oT^Signiticanc^ 





Question \ 


Pre- ^ 
Test 


Post 
Test X 


p 

Ratio 


Signif=^ 
iance 


1. 


' " ^ . ■ • -^o^^'s = ■ ' - 

are incorporating work values 

into the" curriculum. 

- . • ■■ ■ ' . . ^ 


3.34 ' 


2,22 


9,06 


* 


2. 


have knowledge of training 
necessary for placement and 
advancement in a.. variety of 
jobs. 


■ 

3,76 ■ 


1.95 


27 , 53 




3. , 


haV'e knowledge of services . 
provided by the Indiana St ate- 
Employment Servicei 


^3.84 


2,04 


. 26,00 


it 


4. 


have knowledge' of types of : 
employmerit tests administered 
to applicants for job openings* 


3,80 


2. 27 , 


18,88 


* 


■s'. 


have knowledg.e of preseht . 
opporturiities for employment 
in Mi Chi ana. 












a* professional 


4.03 


2,40 


19,07 






\ technical 


4. 34 


2,50 


27,72 






c. clerical * 


-3 .69 


2,04 


19. 95 


* 


* 


- d. sales^ ' ■ 
e , services 


' 3.92 
4,03; . 


2,40 
2.54 


17,65 
15,58 / 






, f . \ skilled . 


4,26 


2,22 


32,20 


* 




semi-skilled 


4.38 . 


2,31 


27,56 


it 


.6- 


have knowledge of outlook for 
employment in Michiana* . 












a. .= professional 


4:53 


■ 2.54= 


-30.27^ 


it 




b. technical ' , 


4.^7 


2*50 


33^84 


it 
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^TABta ~ ri"^ t Co n t i nu e a T 



Pre- _ Post _ F Signif- 

' ^ Question^ \ Test Test x Ratio icance 

c. clerical^ ^ . . . \ 4,15 ■ 2,27. 25.60 * 

sales / ; / VsO 2:77 23,92. * 

e;. servites • . - 4/^0 2.59 ' 23,83 , 

f, skilled ' ^ 4.65; 2.27 43.01 

g. semi^skilletf . . ,4.69' 2,40' .35,34 * 



7, ;^=have knowledge of the require- 
■-. ments fo.r gainful employment and 
advancement In different jqb, _ 
clas^sTficat ions. ^ . 't^^.^. 



, . ati'/~professiona 


3.23 


2.22 


6 . fe'9' ■ * 




technical ...... 


3.76.. 


■ 2. 31 


16.16 * 


c. 


^ clerical 




3.77 


2.04 


19.96 * 




sales \ 




3. .76 


2.50 


10.25 * 


, ; /€, 






4.07 


2.36 


, 21.47 * 


" - f. 


Skilled 


\ 


4. 34 


2. 27 


37.85 ' * 


g- 


semi-Skilled ' . 


4.30 


2. 31 


30.00 ■ * 


. 8, have knowledge of fringe behef 
available with different job 
' classifications. 


its 






a^. 


prof essional - 


3.23 


:, ■ 2.59 


1,90 




technical 


4.11 


2.59 


15.54^ * 


c. 


clerical 




4.00 


2.59 


11.41 * 


' d. 


sales 




4.11 


2.68 


12.32 * 




services 




. 4 . 30 


2.95 


11.60 * 


• . f 


/skilled 




. 4.07 


. 2.22 


27.69 * 




semi-skilled 


4.61 


2.36 


41.33 * 


* ^ .05 


Level- of 


Significance - 31 


out of 32 


items showed growth. 



ERIC 
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TABLE III ' 
Job Conditions and Compensations Results from 1975 



Pre - Post Testing ot G,G.I. Participants as Measured 
~^ "At a ,05 Level ot Significance 



-Pre- _ Post _ F Signify 
Test X. Test x Ratio icance 



' have an under s t anding of 

affirmative action practices.. 


4. 




J, j1 


^ * 


A O 




have an understanding of grievance. 
prpcedure for unfair employment 
practices, ^ 3, 


rs A. 

9o 


J . 1 J 


A 




'k 


have an understanding of the 
wage scale range. 
















professional - . 


3 


19 r 


^5, Jo 




87 




b. 


technical ' 




11 


O A 1 
i^* 01 


lo. 


ol ^ 


it 


c* 


clerical 


3 


96 


2, 04 


22, 


38 




d.' 


sales ^ J ' 


4. 


19 


2s 54 


19 , 


09 




e, 
f , 


services . 
skilled . 


4. 
4. 


5 J 
50 


7o 
-1 . 95 


*1 • 
49 . 


70 






^semi--skilled 


4. 


50 




4 J, 


□ 




have an understanding of the 
average work week. 














a. 


professional 


2. 


76. 


2.04 


3. 


52 




b. 


technical"' ^ 


3. 


SO . 


. 2.00 


21. 


83 




c. 


clerical ' 


3.' 


34 . 


. 1.77 , 


15. 


82 




d/ 


sales 


3. 


38 


2.18 


9. 


98 ^ 




e. 


services ^ s 


4. 


00 . 


2. 31 


16. 


40 


* 


f . 


skilled ^ 


3. 


61 


1.81 


18i 


17 






semi-skilled ' ^ ' 


3. 


80 


1.86 


20. 


18 





TABLE III CCoritlnuid) 

' ~^ ' [ '. Pre- _ Post _ Signit- 

Indica^te the degree to which you: Test x .Test x Ratio icance 

have an understanding of the 

normal work hazards, \. [ . . ■ ■ 



a* 


professional 


2, 96 


,'2, 40 


2,08 




b. 


technical 


V 

■ 4 11 ' 


^ ■ 2.45 


22. 87 




c. 


clerical 


3. 88 


•■2.13 


21 . 14 


* 


d. 


.sales : 


4 . 00 


/2 27 


22. 60 




e. 


services 

s 


4. 23 ' / 

/ 


/ '2.45 


25 , 40 






^killed 


4 . 15^ 


1 , 90 


43 70 






'I Semi-skilled 


' 30 


2, 00 


49.03 




have an understanding of the 
work facilities. 








a. 


professional 


2.69 . 


2. 22 


1,53 




b. 


technical 


3.80 


2.31 


17. &7 




c. 


clerical 


3. 53 ' 


1,72 


25. 38 




d. 


sales ; 


3 . 69 


2.18 


17,76 




e. 


services 


4 . 00 


2,36 


23.26 




f . 


skilled 


3.96 


1,86 


39.19 


* 




semi-skilled ' 


4.03 


1.81 


48.05 





7, have an understanding" of the 
: leave policies. 



a. 


professional 


3.46 ■ 


3.13 


.436 




b. 


techhical 


4.53 


^3.40 


6.61 


* 


c.. 


clerical, 


4.69 


3.00 


15.77 


* 


d. 


sales 


4.81 


3.18 


18.37 


* 



TABLE III CCoritinued) 



Indicate the degree to which you: 


Pre- 
Test X 


Post _ 
Test X 


Ratio 


Signit-, 
icance 


e. 


seryices , 


4,69 


^ 3,31 


1 1.46 


^* . 

\, ■ 


f . 


skilled . 


4,84^ 


3,09. 


19.36 


g- 


semi-skilled ' 


4,88 


3.27> 


' 17.15 




have an understanding of the 
insurance benefits. 










a.,. 


professional 


3 , 30 


3 27 


, WW 1 




b. 


tecHnlcal 


4, 32 


•1,3.22-' 


7.04 


* 


c. 


c/erical 


4 . 48 


3.00 


13.69 






> s%les . 


4. 52 


3.27 


10,. 16 




e . 


s'lervices 


4,72 


3. 31. 


15.72 




f . 


\ 

skilled' 

\. ^ 

semi-skilled . ■ . 


4.12 


3.09 


■■'5.55 


■k 


s* 


4,40 


3.00" 


10,53 


* 


* = .05 


Level of Signif icance 










Thirty- 


nine out of fourty-^ffaur items 


showed 


signif iqant growth. 
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TABLE IV ■ ~ - - ^ -' 7 

Career p^ata R esults from 1975 Pre - Post Testing of C>G, I. 
Participants as Measured at a ,05 Level ot SigniTTcance 



/ ■ ^ Pre- _ Post^_ .\ F Signit* 

Questions ' Test x Test.x Ratio I'ance. 

1, .Write the percentage of the . ■ 

total work force 16 years of ^ 

age and over, which is involved • ' . • 

in the following occupations, ' ■ ^ 



a 


IJ L \J ^ \^ 3 3 A^iJ IkaLJ^ 

\ 


R A f\ 

O - H=0 


XL m D { ' 


J , y o 


b'. 


managers 


6.23- 


7.09 


.737 


c. 


sales, 


10,92 


10.19 


. ^313 


d. 


clerical 


9.42 


12.38 


4.23 


e. 


craftsman . j 


7.84 


7.85 


.000 


f . 


semi-skilled 


12, 1& 


17.80 


2.61 


8- ' 


transport at ion operatives 


^ 8.20^^ 


7.09 


, .375 


h. 


laborer ^ 


20.16 


9.52 


, 7.,27 


i 


service 


12,76 ' 


' 10.85 


.530 


j. 


household 


7,^50 


. 5.47 


.498 


k. 


farm 


8.88 


4.09 


3.77 


a. 


Elementary education - no 
special training 









/ 



b, .High school and some college « 
technical or some business 
training is needed 

c, college or above 

Using the scale provided above, 
indicate the educational re-- 
quirements for the following 
occupations^ 



TABLE IV (Continued) 



Pre- Post F Signit- 





Questions 


Test X 


Test X 


Ratio 


' (1) 


x-ray technician 


2.03 


2.09 


^ . 222 


(2) 


key punch operator 


1.88 


2.00 


2.75 


(3) 


sales clerk 


1.30 


1.45 


1.07 




hair stylist -1 


1.84 


1.95 


1.48 


< 5 r 


carpenter 


' 1.46 


1 7f\~ 


2.W 


(6) 


tool crib attendant 


' 1.26 


1.13 


.997 


(7) 


electrical engineer ■ 


2.73 


2.81 


.499 


(8) 


machinist 


1.84 


1.86 


.028 


(9) 


dorm director 


2.19 


2. 31^ 


.350 


C 10 ) 


funeral director 


2.26 


2. 31 


.095 


(11) 


fork lift operator 


1. 34- 


1.13 


2.84 


(12) 


offset press operator 


1.65 


1.72 


. 288 



Please underline the average . 
annual star ting salary you believe 
is accurate tor the following 
occupations. ■ 

accountant $6 ,500-$8 ,0'00 2.12 2.23 .230 

$8 , 300-$8 ,700~" $10 ,000-^2,000 * 

school teacher $6 , 300-$7 > 000 2.04 2.18 1.03 

$7 , 35o-$8 ,000 ^$8 , soo-sgTooo 

occupational therapist $6 . 500-$7 , 5^0 

$7',600-$8,400 $8,400^10.500 2.16 2.25 .154 

fireman $4,000-$5,800 2.20. 2. 31 .439 

$5,900-$8,000 $8,100-$10,000 

secretary $4 , 000-$5 , 200 1,53. 1.59 .076 

$5,300-$6,400 $6.500-$7,600 • 
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TABLE IV (Continued) 



. Fre^ _ Post ~T Signit- 

questions Test x Test x Ratio iance , 



law enforcement $5 ,000--$7 ,900 1,65 1 68 

$8,000^$16.,000 $r6a0Q^$2Q^Q0Q ' ' 

4, Please place an X beside your school corporation. 

_____ South Bend 

Mishawaka 
Penn-Harris-Madison 



.02'^ 



" Tncrrca t TKF percent Ige^oT ^.^..^^^^..-^.^^ . 

disadvantaged children in 

your school corporation. " 16,48 ' 6. 2Q 4.71 

Indicate the percentage of 
bilingual children in your 

school corporation, 8.56 5.00 . .823 

For the following occupations, . 
indicate the projected degree 
of change in employment growth 

through the 1^)80^3, . 4.57 4,Q0 .862 

a, professional and technical 
workers 

no chan ge 12^456 great change 3,61 4.18 3.17 

b , c 1 eri cal 

no change 123456 'grfeat change 3.46 4.22 7.25 

c, managers, officials, and 
proprietors 

no change 123456 groat cHange 4.26 4,22 .014 

d, service workers 

no change 123456 great change 3.56 3.31 .752 

e, sales 

^no change 1234 56 great chanpe '4.15 3.86 . \ .770 

f, craftsman 

no change 123 456 great change 2.9 6 3.4 5 1.76 
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TABLE IV (Continued) 



Pre- Post _ F 

Juestions Test x Test x Ratio 



semi-skilled workers 

no change 123456 great chapge 

nonfarm workers ^ 

no change 12 3456 great change . -3.41 



3,59 .155 



i . farm workers 

no change 1234 56 great change 3.00 3.04 ,009 



* ^ .Qj Level of Significance ■ ^ . 

Four out of the forty items showed signif leant growth. Thirty--six 
out of ' the forty items showed no significance. 



\ 



\ 
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TABLE V ^ " ' 

Communi ca t ion and Career Awareness Regul t s f rom 1974 -=75 
Prj--Tes£; 1973 ," 1974 , and 1975 Post TestTng of C,G. l" 
Par t icipan t a "as measured a t ^ Leyel ot Signiticance 



Pre Post Post Post 

Test Test Test fest 
Indicate /the degree to which you- 1974^75 1975 1974 1973 Ratio. Sig. 

1. have utilized industrial/ 
business represent atives in 



■ 1 f 1 f3 1 f3 f3 *~ Y-\ ^ r\ £3 V H\ Q ■t" ^ tV £3 C T 

1,1 lu J-Uaiiiiiig trXperitrnCcs OI 

.children. 




.84 


. 2 




. 4 


;33 


4. 


.00 


3 


.27 


•k 


have utilized materi a 1 s p r e^ 
pared by business and indus— 
=-t-x=f- to siippi-errien t- — ^ t ud<^ — 
curricula, ■ - - _ - 








■ 
















3 


. 65 


2 


.45 


3 


11 


4. 


00 


4. 


. 21 ' 




feel the need for a bilingual 
approach to career education 
in your school * 


3. 


79 


4 


.04 


4. 


11 


5. 


16 




763 




believe field trips and 
business tours motivate . 
students to explore careers* 


i , 


/ J 


1 


s Ov 






1 . 


0^ 




J59 




feel these ins ti tut ions have 
provided an awareness of 
career possibil i ties* 
























a, Indiana University at^ 
Sou th Bend 


2. 


08 


1 


. 59 


2. 


00 


1. 


87 




908 ^ 




b, your school corporations 


3. 


52 


3 


.04 


3. 


00 


1. 


75 


3. 


64 ■ 


* 


c. business/industry _ 


3. 


57 


2 


59 


3. 


00 


2. 


50 


2. 


80 




have developed skills for 
using mul t i -medi a as a. 
career awareness technique. 


3. 


92 


2. 


59 


3. 


33 


2. 


75 


5. 


48 




have developed techniques 

for teaching job interviewing. 


^ 4. 


26-. 


2. 


«54 


3. 


44 • 




85 


6. 


07 




have developed skills for 
in t er viewing workers , 


4. 


42 


2, 


40 


2. 


77 


2. 


50 


10. 


56 





58 



56 



TABLE V (Continued) 

Pre Post Post Post 

Test Test Test Test 

Indicate the degree to which you: 1974-75 1975 1974 1973 Ratio Sig, 



have knowledge of living 
patterns and life styles of 
'the disadvantaged , 



3.46 



3.04 1.66 2.62 3,12 



KD. have a knowledge of techniques 

- for motivating the disadvantaged. 3. 84 3,54 2.55 3,62 1,71 



* ^ ,05 Level of Significance 



Eight of. the twelve items showed significant growth. 
Four of the twelve items showed no significant growtii. 



5 ^ 
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TABLE VI 



Job Requ i r emeu t s and Oppor luni t i as Results f rom 1974 - 75 

Pro - Test ; 1973 / lQ747 and 1975nPQS r ~ Tes 1 3.n| oT C,G, I . 
Par t ici pants" as Mea^siired" a t ^ " 05 Level ot Signit'icance 

Pre Post Post Pos t 

. ' Test Test Test Test 

Indicate the degree lb which you; 1974-75 1975 1974 1973 Ratio" Sig, 



are incorporating work values 
into the ctirriculum^ 



3, 34 



2.66 2,50 



76 ^ 



have knovvledge of training 
necessary for placement and 
advancement in a variety of 
jobs, ^ 



3,76 



i;95 2. 33 2,50 10.42 ^ 



have knowledge of services 
provided by Llie Indiana State ^ 
Employment Service, 


3 ^ 


84 




04 


1. 


77 


1. 


62 


16; 


. 22 


* 


have knowledge of types of 
ernp 1 o y in e n c tests adrn i n i s t e r ed 
to applicants for Job openings. 


3. 


08 


^ 


27 


,2. 


44 


3. 


00 


7. 


19 




have knowledge of present 
opport>uni ties for employment 
in Mi chi ana, ' 
























u, professional 


4. 


0 3 


2. 


40 


2. 


77 


3. 


05 


7. 


11 


* 


b, technical 


4. 


34 


2. 


05 


2. 


77 


3. 


12 


1,0 . 


19 


* 


c, clt*ricaj 


3. 


6q; 


2. 


04 


2. 


77 


3. 


12 


'6. 


88 




d. sales 


■3. 


92 , 


2. 


40 


3. 


77 


3. 


87 


6. 


62 


* 


e. services ■ 


4. 


0 3 


2. 


54 


3. 


33 


3. 


50 


5. 


10 


* 


f. skilled 


4. 


26 


2. 


22 


3. 


33 ^ 


3. 


25 


9. 


4-9 


* 


g, semi-skilled 


4. 


38 


2. 


31 


3. 


11 


3. 


25 


9 . 


46 


* 


have knowl edge o f ou t look 
for employment in Michiana. 
























a, professional 


4. 


5 3 


2. 


54 


■3. 


33 


3. 


50, 


9. 


58 . 


* 


b» technical 


4. 


57 . 


2. 


50- 


3. 


44 


3. 


12 


11. 


16 


* 


clerical .. 


4. 


15 ■ 


2. 


27 


3. 


66 


3. 


37 




19 


* 
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TABLE VI (Coi\iiuued) 



Indicat 


e the degree to which you- 


Pre 

i e b L 
1974-75 


Post 

i fc b L 

1975 


Post 

1974 


Post 

1 C ^ L 

1973 


Ratio 


Sig. 




sales 


4. 50 


2. 77 


4.22 


3.87 


8. 24 




e. 


services 


4 . 50 _ 


o ^ o 


7 77 
J , 1 1 


J • JU 






f • 


skilled 


4. 65 


(J . i£ f 






i o . o o 






semi'-skilled 


4. 69 






t "? V 
J . J ( 


1 T 17 




7. have knowledge of the re- 

^employmen t and advancernent 

in different job classifications* 


— - 






— - 


- 


a . • 


professional 


3.23 


2.22 


2.55 


2. 62 


2.51 






teclmical 


3.76 


2. 31 


2. 66 


3.12 


5. 99 


* 


c , 


cl'er ical 


3. 76 


2.04 


2.77 


3.00 


7.04 




d. 


salens 


3.76 


2.50 


3.22 


3. 25 


3, 33 


* 




services 


4.07 


2. 36 


3.00 


3. 37 


7.20 


* 


f . 


skilled 


4. 34 


2 . 27 


2.55 


3. 37 


12.75 


* 




semi-skilled 


4 . 30 


2.31 


2.88 


3.37 


9.50 


* 


8* have knowledge of fringe 
benefits available with= 
difftirenl job classifications. 














' a. 


pro f ess i onal . 


3. 23 


2. 59 


2. 22 


2. d2 


1.39 




b. 


technical 


4.11 


2.59 


2.22 


3.12 


7.23 




c. 


clerical 


4.00 " 


2. 59 


2. 77 


2. 87 


4. 62 




d. 


sales 


4. 11 


2.68 


2.77 


3.12 


5 . ^4 


■ 'W \ 

I 


e. 


services 


4. 30 


2.95 


2.88' 


3.12 


5.45 


★ 


f . 


skill ed 


4.07 


2. 22 


2.44 


3.00 


10. 52 




g. 


semi-skilied= " 


4. 61 


2. 36 


2.77 


3.12 


13.48 ■ 


* 


*.-..05 Level of Significance « Thirty of 
significant growth. 


the thirty-two 


1 items 


i showed 
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TABLE VII ' . 

Job Condi t ions and Compensa t ions Result s 'from 1974 - 75 Pre ^ Te^t ; 
l^nJ , 1074 , and " T9 7 5 Post Testrng ot C,G^.l . Part icipants BlB ~ 
. Measurt^d at a . 05 Level oT Si gn iTi cane e 



icaie the degree to which yoiu 


Pre 
Test 
1974-75 


Post 
Test 
1975 


Post 

Test 
1974 


Post 

Test 
1973 


Ratio 




have an understanding of 
affirmative action practices. 


4.60 


3. 31 


1 52 


3. 62 


3. 66 




have an understanding of 
grievance procedure for unfair 
employment practices, 

have an understanding of. tht/ 
wage scale range. 


3.9 6 . 


3.13 


2.66 


2.00 


6. 30 
















a. 


professional 


3.19 


2. 36 


2. 66 


2. 62 


1.50 






technical 


4.11 


2.61 


2. 66 


2.75 


7.91 




c , 


clerical 


3.96 


2.04 


2. 66 


:'3.0Q 


8.33 


* 


d. 


sales 


4.11 


2.54 


3. 22 


3.12 


6. 62 




e. 


services 


4. 53 


2. 77 


3.00 


3.12 


8.78 . 




f . 


skill ed 


4.05 


1.95 


2. 66 


2.0 5 


18. 74 






semi-skilled^ 


4.05 ■ 


2.04 


2.77 


3. 12 


14. 61 


* 


have an understanding of 
the average work week. 














a. 


prof essioucil 


d.fO 


d . 04 


-2.00 


2 . dJ 


1 . j6 






technical 


3.80 


2.00 


1. 88 


2. 50 


9.99 




c , 


clerical 


3.34 


1.77 


1. 88 


2.75 


6.16 


* 


d. 


sales 


3.38 


2. 18 


2. 00 


2. 50 


4. 39 






services 

a 


4.00 


2,31 


2. 11 


2.50 


7.79 


* 


f . 


sillied ' ■ , 


3. 61 


1.81 


1.77 


2. 62 


8.05 






semi — ski 1 1 t'd 


3.80 


1.86 


1. 88 


2. 62 


8.76 
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TABLE VII (Coniinuucl) 



pre Post Post Post 

Test Test Test Test 
Indicate the degree to which ybu:/ 1^74-75 1Q75 1974 1973 Ratio Sig. 

5. have an understanding of the 
normal work hazards. 



a, professional 


2, 96 


n 


40 


1. 77 


3. 


00 


2. 13 




tuchnical 


4,li ■ 




45 


1. 88 


2. 


50 


13. Q2 


* 


c. cler.ical 


3.88 




13 


1 .88 


3. 


12 


9. 21 


* 


d^™-sa4us= - - — - 






27-^. 




-_3. 


75... 


.j0._.25...__ 


* 


services 


4,23 


2. 


45 


2. 11 


3,. 


50 


, 10. 50 . 


* 


f, skilled 


4,15 


1. 


90 


1. 55 


2. 


50 

I 


20.40 


* 


semi-skilled- 


4 . 30 


2. 


00 


1.66, 


2. 


75 


21.88 


* 


have an understanding of 
the work facilities. 


















a , professional 






22'^ 


2. 22 


1. 


87 


1.25 




technical 


3 , 80 


2. 


31 


2'. 55 


^ m 


00 


9,. 1 3 


* 


c. clerical 


3,53 


1. 


72 


2. 44 


1. 


87 


10. 17 


★ 


d. sales 


3.69 


2. 


18 


2. 66 


2. 


25 


6.77 


* 


e, services - ^ 


4; 00 


2 . 


36 


2. 66 


2. 


00 


11.88 


* 


f, skilled 


3,9fr 


1. 


86 


2. 22 


2. 


25 


^ 15.46 


* 


g. semi— skilled 


" 4,03 ^ 


1. 


81 


2. 55 


2. 


75 


14. 69^ 


* 


h p an understanding of 
uic leave policies. 


















a, professional 


3,46. 


3. 


13 


3. 66 


2. 


87 


.458 




b* technical 


4. 5 3 


3. 


40 


3. 55 


3. 


25 


2.99 


* 


c, clerical 


4,69 


3. 


00 


3. 55 


3. 


37 


5 . 59 


* 


d. sailes 


4,84 


3. 


18 


3.55 


4. 


25 


7. 20 


* 



TABLE VII 



(Cont inued) 



Indicate the decree to vvhich you: 



Pre Post Post post 

Test Test Test Test 
1974^75 1975 1974 1973 Ratio Sig; 



e . 


servj ces 


A 

4 , 




J , Jl 


J . 


7 f 


/I 


1 o 




U4 






ski 1 1 ed 


A 


Q A 


J • uy 


J . 




4 * 


do 


/ . 








semi-skilled . 


A 

4 , 


Q Q 
OO 


J # d / 






A 


I"? 

•5 ' 




U f 




have 
the 


! an understanding of 
insurance benefits. 






















a. 


prof essional 


3. 


30 


3. 27 


3. 


00 


2. 


25 


1. 


31 




b. 


technical 


' ' 4. 


32 


3.72 


3. 


00 


2 


37 


5. 


44 




c. 


clerical ^ 


4. 


48 


3.00 


3. 


11 


3. 


00 


6. 


51 




d. 


sales 


4. 


52 


3. 27 


3. 


22 


3. 


25 


4. 


88 


* 


e* 


services 


4. 


72 


,3. 31 


3. 


11 


3. 


12 


7. 


98 


* 


t\ 


skilled 

t = . ■ .. 


4. 


12 


3.09 


2. 


77 


2. 


75 ^ 


3. 


55 , 


* 




setni-skilled 


4. 


40 


3. 00 


3. 


11 


2. 


75 


5. 


07 





^ = .05 Level of Significance / 

Thirty-eight of the^ 44 items showed significant growth, 
Six items showed no signif icant growth. 
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TABLE VIII 

Career Data Results from 1974 -75 Pre - Test ; 1973 , 1974 , and 1975 
Pos t" Testing^ oT C.G.I. Participants as Measured ' at a . 05 
- — — ^ — -t— ^1 



Level of Signiticance 





Ques t ions 


Pre 

Test 
1974^75 


Post 
^Test 
1975 


Post 
Test 
1974 


Post 
Test 
1973 


Ratio Sig. 


1, Write the percentage of the 
total work force 16 years of^ 
, age and over which is involved 
in the following occupations. 




: [ - 

r A 

1 


\ 




■-■ - 


^ -a , 


- - pr^f essdanarl — ^ =™._-^ 


-^- 8 . 46 -^-^ 


^1 1,-5-7, 


__-7.,-2J - 


6 .,40_. 






managers 


6. 23 


7.09 


6. 50 


7 , 80 


0 r\ ^ 

• 301 




sales 


10. 92 , 


10 .19 


14 .12 


,15 . 00 


1.75 


i 

d. 


clerical 


9.42 


12. 38 


15.12 


,17.40 


2.61 


e. 


craftsman 


7. 84 


'7.85 


8.87 


10.60 


.281 


f . 


semi'-skill ed 


12. 16 


17.80 


16.37 


16.80 


.829' 




transpor tati^on operatives 


S . 20 


7.09 


8.25 


10. 60 


.360 




laborer 


20 .16. 


9. 52 


21.50 


32.80 


3.76 * 


i * 


service 


12. 76 


10.85 


17.87 


26. 60 


3. 89 * 




household 


7. 50 


■5.47 


13.87 


lS.40 


, 1.17 


- ^ -M .. 


- --farm . — - 


8. 88 


4.09 


7.33 


6 . 20 


1. 39 . 



2, a* Elementary education - no 
special^ training 
b* High schpol and some college ^ 
technicalx or some business 
training is needed 
c. college or above 

Using the scale provided above , 
indicate the educational require-^, 
ments for the following occupations; 
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TABLE VIII (Continued) 



Ques t ions 



Pre Post Post Post 
Test Test Test Test 
1974,75 1975 1974 1973 Ratio Sig\ 



1) x-ray technician 2.03 

2) key punch operator J.. 88 

3) sales clerk 1.30 

4) hair stylist ' 1.84 

5) carpenter ■ 1,46 

^ - - (jyr t ooT wt b ■ a; t TwmiHrrr ~- r; 2&' 

7) electrical engineer 2.73 

8) machinist 1 . 84 
; 9) dorm director 2.19 

10) funeral director 2.26 

11) form lift operatpr 1 ; 34 

12) offset press operator 1,65 

Please underline the average 
annual s tar t ing salary you 
believe is accurage for the 
following occupations. 

accounting $6 , 500-$8 , 000 2.12 
- $8x300-$&,700 $10 ,000-$12,000 

school teacher $6 , 300-$7 ,000 2.04 

occupational therapist 

.$6,500-$7,500 $7 ,600-$8,400 2.16 
$8,400-$10,500 . ■ 

fireman $4 ,000-$5 , 800 2.20 

$5,900-$8,Q00 $8 ,100-$10 ,000 

secretary $4 ,000-.$5 , 200 1.53 
$5 , 300-$6 ,400 $6,500-$7,600 

law enforcement $5 ,000-$7 , 900 1.65 
$8,000-$16,000 $16,100-$20,000 " 



2.09 2.00 2.00 

2.00 1.88 2.00 

1.45 1.11 1.62 

1.9 5 1.77 2.00 

.1.71 1.88 1.75 

-i VTy^^ 1. 22 - 1. 12 

2.81 3.00 2.75 

i;86 1. 55 1.87 

2.31 2.12 2.12 

2.31 2.44 2.25 

;1.13 1.00 1.12 

1.72 i.55 1.75 



2.23 2.44 2.37 



2.25 2.22 2.00 



2.31 2.22 2.00 



1.59 1.33 1.37 



. 245 
1,21 
1.78 
1.21 
2.11 

.-44 1 
i.05 
1. 59 

.246 

. 272. 
2.28 

.356 , 



475 



2.18 2.33 1.87 1.71 



202 



665 



508 



1.68 1.55 1,12 2.32 
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TABLE VIII (Continued) 

Pre . Post ' Post Post 
. . ' Test Test Test Test 
Questions 1974^75 1975 1974 1973 Ratio Sig. 

4* Please place a X beside your 
school corporation, 

South Bend . . ^ 

Mishavvaka . • 
: Penn-Harr is-Madi son . ^^"^--^ 



ERLC 



5, Indicate the percentage of • 
disadvantaged children in ^ 

^ - you-r- -sehool corpora^^^ — ^ 16, 48..-.. —.6,^0 ..29.. IJ^^ 2.1*^^^ 5.. 15 

6, Indicate the percentage of • ' 
bilingual children in your 

^ scWool , corporation; - 8*56 5.00 8,44 8.66 .369 

7, For the following occupations ^ , 
indicate the projected degree ' ^ 

of change in employment growth , , 
through the 1980' s, ' " 

a. professional and technical 

workers ' " 4.57 4.90 4,75 3.38 1.21 

no chtnge 123456 great change 

b. clerical 3.61 4.18 3.87 3.16 1.88 
no change 1S3456 great change 

c. managerSy officials, and 

proprietors 3.46 4.22 4.25 2.83 5.20 
no. change 123456 great change . . .. 

d. service workers ^ 4.26 4.22 5.25 5.00 2.13 
no change 123456 great change 

e. sales 3.56 3.31 4,37 2.83 3.40 
no change 123456 great change . 

f. craftsman ' 4.15 3.86 4.00 3.83 .278 
no change 123456 great change ' ' 



semi-skilled workers 2,96 3.45 3,25 3.16 ,610 

no change 123456 great change 



h, nonfarm workers 3.41 3.59 3.62 3.00 .304 

no change 123456 great change . 
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TABLE VIII (Continued) 

Pre _ Post Post Post 

Tests Test Test Test 

^ Questions 1974^75 1975 1974 1973 Ratio Sig. 

i. farrn workers 3.00 3.04 2,75 2.16 ,522 

no change 123456 great change , 

* = ,05 Level *of Significance . . 

Five out of 40 items showed a significant growth, ... 
Thirty-five out of the 40 items showed no significance. 
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Summary Of The Results 

Results from the 1974-75 Career Guidance Institut|e indicate 
that there was a significant change in responses td seventy-nine 



of the one hundred twenty^severi^Tiems."^ 

and Career Awareness, there was significant chahge on six of the 
twelve^items. Thirty-one of the thirty-two items showed significant 
change in the Job Requirements and Opportuni ties area, .Thirty-eight 
of the f or ty-f our Job Conditions and Compensations, items showed 
significant change. The least change was reported in the area of 
Career Data where there was significant change on pnly four of the 
forty-one items. . 

. Results from the 1972, 1973, and 1974 Career Guidance Institute 
were tabulated and measured at .05 level of significance. These 
resul ts. indicate that there was a significant change in responses 
to eighty-one of the one hundred twenty-seven items. In the area of 
Communications and Career Awareness., there was significant change on 
eight of the twelve' items. Significant change was observed on thirty 
of the thirty-two Job Requirements and Opportunities items. A 
significant change was also observed on thirty-eight of the forty- 
four Job Conditions and Compensations ''items. Again, the least 
change was reported in the area of Career Data where there was 
significant change on only five of the for ty-f our items. 
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V, Summary, Conclusions, and Recommendations 

The. choice of a career is a vital lif e decision.^ The school is 
a logical institution to prpvide the resources, skill, and knowledge 
to^ help each student . wi th this decision. 

Career education is not a rigidly def ined program . wi th a 
specific^end point. It is, instead, a process ... a constant 
becoming, = In brief, career education seeks (1) to make the student 
aware of the broad range of occupations; (2) to identify his own - 
interests, aptitudes, abilf^^ies, and values; /C3) to explore 
groupings of occupations through classroom instruction and concrete 
experience; (4) to relate his own personal a'^t tributes to the re- 
quirements and characteristics of various occupatio.ns; (5) to begin 



skilL«-^^nd training to enable him to embark on his chosen career. 
For many of our youth, the work etiiic is questioned and some 
have even decided not to work, Othe/s /tomplain about the irrelevancy 
of much that they study and are quite /bored with the educational, 
process. It is essential ther ef ore , |that a redefinition of the role 
education is to assume in the lives o'f American youth be articulated. 
The youth of today want to identify the meaning of life and their 
own possible contributions ^o betterment of this society. A decision 
to pursue a chosen career implies a commitment to a life style and - 
work style. The expertise of the total community must be brought 
to bear in aiding youth with this critical question. 

' -. ^ 

70 



; ' ; ^ ;68 

' Restatement of Objectives and 
Conclusions wi th Respect to 
^ . Stated Object ives 

The Institute is organized to increase the participants* 
awareness and knowledge of various aspects of the world of work. 
These include job oppor tuni ties , condi tions , and requirements. 
Guidance counselors, administrator s , and teachers who participate 
are expected to be able to help students develop car.eer awareness 
based on current occupational information. It is also an expectation 
of the Institute that participating business and industrial leaders 
develop an awareness of the need for a more comprehensive career 
guidance program, . 

Our findings show that the participants felt that there had 
been significant change in their awareness. 

However, responses to factual information questions show a 
significant change on only four of the .forty items. 

Participants are expected to derive new knowledge through 
their direct involvement with the industria^Tco^munity , This 
knowledge includes- the training necessary for different job clas- 
sifications and company advancement policies. Labor-management 
policies will be studied and participants are expected to display 
an ability to evaluate the attitudes of employees, one of which is 
the way an employee views his job. 

Our findings indicate that there was ^no growth in the area of 
knowledge. Thirty-five out of the forty items tested showed no 
signif icant growth, . 
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It is also assumed that participants will develop a working 
knowledge of methods to employ in communicating wi th disadvantaged 
children. In addition, they will acquire t^^chniques for motivating 
disadvantaged children, . ^- ' " 

No significant growth in this area./ 



The Career Guidance In^stitute 6bj^%tives state that participants 

^ I 

must be able to identify problems of /the disadvantaged in terms of 
job entry and on-the-job experiences. ^---^^"^^^^^"^ 
Thirty^one of the forty^four i t ems^^^^sr-ed^iYn^^ growth. 
No significant growth shown in understanding by the 'prof essional 
It is assumed that they already had the understanding. 

It is also an objective of the Institute that participants be 
able to identify problems the disadvantaged have in the transition 
from a school environment to a work environment . 
Significant change indicated. 
^ I The Career Guidance Institute believes that the participating 
eduta-tors should be able to use the experiences of previous par- 
ticipants to devise their own plan for implementing career guidance 
programs at the local level. 

The ' significant growth in this area indicates that educators 
should be able to implement programs at the local level. 

This chapter reviews the problem of the study, the findings * 
of pertinent literature, and the methodology followed. The findings 
of the investigation are summarizedy conclusions drawn from those 
findings, and some recommendations for further study are offered. 
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^ From our study, we iFeel that the Career Guidance Institute 

should' address itself to projecting the future of changing careers. 
Our data on the knowledge questions show that the knowledge of the 
par ticipants ^did not change fr^om the beginning of the Institute to 
the end. Hovvever, there was -a^ slight growth but they were still 
^ wrong, ' \ _____ -'^^^^"^ ~ ^ 

^"'^^T^^ On the factual questions, there was a definite attltudenal 
change instead of factual change. There was a measured grov^th 
from , the beginning of the Institute to the end. Even though they 
still did not^ come up to the expected growth, they did change their 
attitudes toward the Institute, As a group, we feel that more 
factual information should be given to the participants. 

Our further suggestions regarding the Insti€tJte are the 

following: , ' 

1. We feel that the Institute needs to spend more time with 
the participants in giving them more factual information. 

2. We feel that the Institute should have more set meetings 
with the participants before and af ter"rvisi ting the various busi- 
nesses and industries, . 

3, The businesses/ and industries that were, visited by the 
participants should have a handbook available for the , par t icipants 

/ regarding Job Opportunities, Job Qualifications and Requirements. 

4, As a group, we feel in the category of Career Data, that 
semiskilled workers should be left out. Through our studies and 
research, we found that semiskilled workers overlapped in many of 
the other career work forces breakdown. . - 

o 
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.... '5. .^Further groups doing research. in this, area .shduld. be 

•required to go with the participants to visit the various businesses 
and industries to see what is actually going on* " 1 

The Analysis Of The Hypotheses .1^^^^^- 
' R e-^ s t a t ement of Hypotheses 

1. a. There will be no significant differences in the mean 
Communications and "Career Awareness items of 1972^ 1973, and 1974 
Career Guidance Institute participants as measured by the Career 
Guidance Institute Assessment, ^ ^ - 

b. There will be no significant differences between the 
1974 pre and post test means within the Communications and Career 
"Awareness items of the .Career Guidance Ins^tltute Assessment, 

2. a. There will be no significant differences in the mean 
Job Requireiritfnts and Opportunities items of 19725 1973^ and 1974 
Career. Guidance Institute participants as measured by the Career 
Guidance Ins t'i tu t e Assessment, 

b. There widl be no significant dif f erences between .the 
1974 pre and post test means within the Job Requirements and Op-- 
portunities items of the Career Guidance Institute Assessment, 

3. a. There will be no significant differences in the mean 
Job Requirements and Compensations items of 1972, 1973, and 1974 
Career Guidance Institute participants as measured by the Career 
Guidance' Institute Assessment, / 

b. ° There vyill be no significant differences between the 
1974 pre and post test means within the Job Requirements and Com^ 
pensations items of the Career Guidance Institute Assessment, 

■ 7'|. 
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4. a. There will be no significant dif f erences in the mean 
Career Data it ems of 1^72, 1973, and 1974 Career Guidance institute 
participants as measured by the Career Guidance Institute Assessment. 

' b. There will be no significant differences between the 
1974 pre and post means within the Career Data items of the Career 
Guidance Institute Assessment, 

The Result of the Test of Hypothesis la. 

The F ratio required for signif icance at ,05 is 4,08* The 
calculated F ratio on a majority of the items is less than 4.08, 
Therefore the hypothesis is not rejected. ' . 

/ ^ ^ • ^ 

The/result of the Test is Hypothesis lb, ^ 

/ The- F ratio required for significance at ,05 is 2.76, The 

'calculated F ratio on a majority of the items is greater than^2,76. 

Therefore the hypothesis is rejected. 

The. Result of the Test of Hypothesis 2a, 

The F ratio required for significance at ,05 is 4,08, The 
calculated F ratio on a majority of the items is greater than 4,08, 
Therefore the hypothesis is rejected. 

The Result of the Test of Hypothesis 2b. 

The F ratio required for significance at ,05 is 2,76. The 

calculated F ratio on a majority of the items is g'reater than 2,76, 
Therefore the hypothesis is rejected. 
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The Result of the Test of HypQ thesis. 3a/ ' - ... . . . . . 

The F ratio required for significance at ,05 is 4*08, The 
calculated F ratio on a majority of the items is greater than 4.08. 
Therefore the hypothesis is rejected. 

The Result of the Test of Hypothesis 3b. 

The F ratio required for significance at ,05 is 2*76* The 
calculated F ratio on a majority of the items is greater than 2,76* 
Therefore the hypothesis is rejected* . 

The Result of. the Test of Hypothesis. 4a* 

The F ratio required for significance at *05 is 4*08* .The 
calculated F ratio on. a rhajority of the items is less then 4,08» ^ 
Therefore the hypothesis is not rejected* 

The Result of the Test of Hypothesis 4b* 

The F ratio required for significance at *05 is 2,76* The 
calculated F ratio on a majority of the items is less than 2*76, 
Therefore the hypothesis is not rejected* 

NOTE: Section V of this report, Pretest Post Test Analysis, was 
\ submitted under the title "Study of the Effectiveness of 

V \ the.Michiana 1974-75 Career Guidance Institute" at South 
\ .Bend, Indiana, by* Florence B* Clark, Deanna Harreld, 

Karen Kowals, Barbara McGill, John Ostrowski, and Carole 
Ulmer in Fulfillment of the Requirements for P503, In- 
troduction to Research, under the direction of Dr. Gerald 
Dudley, May 1975* • 
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Local CGI goals and specific behavioral objectives i 

The proposed Career Guidance Instituterwril be a total community 
approach with top-level business and industry representatives 
involved to help strengthen and maintain communication between 
educators and the' business ' community . participants will have 
the opportunity to increase their awareness and knowledge of . , 
local job oppor tuni ties 5 conditions, and requirements. As a 
result of the Institute, guidance counselors , administrators , 
and teachers will be able to help students develop career aware- 
ness based upon up-to--date occupational information; Also, the 
decision makers of business and. industry will become aware of 
the eminent need for sound career guidance programs. 

1. Participants will explore local employment opportunities 
through tours of several businesses to study and observei 

a. training necessary .for various jobs . ' 

b. company advancement policies ■■ -] - 

c. /labor-management relationships 

d. employee attitude toward co-workers and company 

e. employee view of job importance 

f. life-style of workers at various job levels ' 

2. participants will review current occupational reports concerning 
local and^ state occupational needs* Manpower forepasting will 
be incorporated into workshop and seminar sessions, 

3. Participants will study ' , 

a. communication with disadvantaged youth 

b, motivation of disadvantaged youth , ^ 

c, .cultural and social identification of disadvantaged youth 

d. problems of the disadvantaged on the job and in. job entry 

4. Through tours, seminar sessions , and informal conversations ; 
'with businessmen, educators can identifi^ possible problem 
areas of disadvantaged students in bridging the gap between 
the school environment and the business community, 

5. > participants will formulate plans for implementing career 

guidance Iri groups and on an individual basis their own 
schdols and build upon implementation plans of former CGI 
par t icipant 34*" 
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Mark Burns 
Tom Golba 
Mary Kiester ' 
Martha Langeribahm 
Norma Phenegar 
Peggy Shaum 
Victor Wukovits 



MISHAWAKA SCHOOLS 

Beiger School 
Emmohs School 
Beiger School 
John Young School 
Emmons School 
Beiger School 
Mishawaka High 



Counselor 

Elementary Science 

Counselor 

Counselor 

Counselor 

Social Studies 

Counselor . 



PENN-HARRIS-MADISON SCHOOL CORPORATION 



Bertha Anderson 
Robert Gilbert 
Deloris Green 
Linnaea Licavoli 
Charles Lori ; 
Vaughn S...-th 
Peggy Steinke 



Penn 
Penn 
Penn 
Penh 
Penn 
Penn 
Elm 



High 
High 
High 
High 
High 
High 
Road 



School 
School 
School 
School 
School 
School 
School 



Business Education 
Counselor 

Business Educat ion 
Home Economics 
Business Educat ion 
Trade Automotive 
Second Grade 



SOUTH BEND COMMUNITY SCHOOL CORPORATION 



Bernlce DeVries 
Evangel ine Gl eason 
Ruvader Hall 
Jonathan Jordan 
Linda Morris 
John Parmerlee 
Joyce Stith 
Zeiger 



Jackson High 
John Adams High 
S tudebaker School 
Harrison .School 
Clay Middle 
Coquillard School 
S tudebaker School 
Central Career 



Business Education 
Business Education 
Fifth Grade. 
Assistant Principal 
Home Economics 
Counselor 
Counselor 
Counselor 



VOCATIONAL REHABILITATION CENTER 
Margaret McCandless Vocational Rehabilitation Counselor 
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Materials List ; ' . 

i 

Career Education and the Businessman: , A Handbook of Action 
' Suggestions^ Chamber of Commerce of the United States, 
WasHington , D, C. 20006 

Career Education* A Handbook for Implementation , U, S, 

. Department ot Healthy Education and Weltarej Washington^ D, 

Career Education Curriculum Guide s limiana State Department of 
Public Instruction^ Indianapolis/J Indiana, 46204 

Career Education Monograph Series ^ /Center for Occupat ional 
Bducatio^n> North Carol Staye University , Raleigh, 
.North-Carolina, (1 - 9) 

Career Education Resource Guide / General Learning Corporation, 
Morristown, New Jersey, ^^'60 . - 

Career World , Curriculum Innovations, Jnc, ' Highwbod ^ ^Illinois* 
' 60040 - . ' . 

Fun Things for Teaching in Career Education ,' American Enterprise 
~] Inc. V Tallahassee , Florida, 3230i ' 

Resources for Career Development , Indiana Career Resource Center 
South Bend, Indiana, 46615 ^ 

Values Clarification, A Handbook of practical Strategies for 
Teachers and S^uden^s ^ Hart Publishing Company, Inc. New 
York, New York, " 

Yellow Pages of Learning Resources , Massachusetts. Inst itute of 
^Technology Press, Cambridge,~Massachusetts, 
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Pr'etest/post Test 
(1-3) Name: ' 



iky 



(5) 



(6) 



(7) 



(8) 

(10) 
(11) 



Listed below are several statements relating to the gbals 
:of the Career Guidance Institute. It is important that you 
respond to them in a frank and objective manner. Circle one. 
number following each statement with your best response. 



A. 



4. 



Communications and Career Awareness 
Indicate the degree to which you: 



always 123456 never \ 



very much 123456 very lit|rle 



relevant 1^3456 



irrelevant 



have utilized Industrie 
business representatives 
in the, learning experiences 
of children. 

have utilized materials--"^ 
prepared by busines-S""ahd 
industry to supplement 
student curricula, 

feel the need for a bilin- 
gual approach to career 
education in your school. 

believe field trips and 
business tours motivate 
students to explore 
careers, 

feel^ these institutions 
have provided an awareness 
of ; career possibili ties , 

a* Indiana University at 
South Bend 

b. your school corporations very much 123456^ ver.^— little 

c, business/industry very much 123456 very little 
have developed skills for 

using multi-media as a career / 
awareness technique. very much 123456 very little 



very much 123456 very little 



very much , 123456. very littixe 
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Append ix 

(12) 7.- 

(li) .S. 

Cr4) 9. 

(15) 10, 

(id) . K 

(17) 2. 

(18) 3, 
(1^) 4. 



( pretest/Pos t Xe^^ Continued) 



have devul oped t echni ques 
for teaching job inter- 
viewing* 

have developed skills for 
interviewing workers. 

have knowledge of living 
paLterns and life styles 
of -the disadvantaged. - 

have a knowledge of 
techniques for mo c i va t i ng 
the d i sad van t aged. 



def ini tely 
def ini tely 



123456 definitely not 
123456 definitely not 



very much 123456 -very little 



very much 123456 very little 
Job Requirements and Opportunities ^' 
Indicate the degree to which youi 



are incorporating work values 
into the curriculum, 

have knowledge of training 
necessary for placement and 
advancement in a variety of 
jobs. 

have knowledge of services 
provided by the Indiana 
State Employment Service, 

have knowledge of -types of 
employment tests adminis- 
tered to applicants for job 
openings. 

have knowledge of present 
opportunities for employment 
in Mi Chi ana. 



often 123456 never 

very much 123456 very little 
very much 123456 very littlt. 

very much 123456 very little 



(20) 


a. 


prof essibnal 


very 


much 


123456 


very 


little 


^ (21) 


b. 


t echni cal 


' very 


much 


123456 


very 


little 


(22) 


c . 


clerical 


very 


much 


123456 


very 


little 


' (23) 


d. 


sales 


very 


much 


,123456 


very 


little 


(24) 


e. 


services 


very 


■^uch 


.123456 


very 


"little 
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Appendix D^l (. Pr e c es t/pos t Test Continued) 



(25) 
(26) 

(27) 
(28) 
(2U) 

(30) 
(31) 
(32) 
(33) 



(34) 
(33) 

(m 

(37) 
(38) 
(39) 



(41) 
(42) 
(43) 



f. skilled 

g , semi-ski 11 ed 

have knowledge of outlook 
tor employment in Michiana. 

a. professional 

technical 

clerical 

sales 

services 

skilled 

semi-skilled 



c , 

e . 
f. 



very much 123456 very little 
very much 123456 very little 

very much 123456 very little 
very much 123456 very little 
very much 123456 very little 
very much 123456 very little 
very much 123456 very little 
very much 123456 very little 
very much 123456 very little 



have knowledge of the require- 
ments for gainful employment 
and- advancement in different 
job classifications. 



a, professional 

b. technical 
c* clerical 
d. sales 

services 

f. skilled 

g* semi-skilled ^ 

8- ha=re knowledge of fringe 
benefits available with 
different job claasifications, 

* a, professional 

b, t echni cal 

c . . cl er i cal 



very much 123456 very little 
very much 123456 very little 
very much 123456 very little 
very much 1234S6 very little 
very much- 12345^^, very little 
very much 123456 very little 
very much 123456' very little 



adequate 423456 inadequate ' ^ 
adequate 123456 inadequate 
adequate ,123456 inadequate 
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V n. 


-1 (pretest/Post Test Continu 


ed) 












sales 


adequate 


123456 


inadequate 








s e r V i c e s 


adequat e. 


123456 


ina .equate 


(46) 






ski lied 


adequate 


12 J4 J 0 


inaoeQUa t e 


C 47 J 






semi-skilled 


adequa.te 


123456 


inadequate 






Job 


Conditions and Compensations 










Indicate the degree to which 


you: . 






(48) 


1. 


have 


! an understanding^ of 












' affirmative action prac- 
tices. 


def init ely 


123456 


definitely not 


(49) 




have 


) an understanding of 












grievance procedure for 












unfair empioymant 
prac t ices , 


def ini tely 

\ 


123456 


definitely not 






have 
the 


! an understanding of 
wage scale range. 








( 50 ) / 




a. 


professional 


suf f icient^ 


,123456 


insufficient \ 


(51) 






t echni cal 


suf f icient 


123456 


insuf f i crent 


t J 




c; 


cler icai 


sufficient 


123456 


insuf f icient 


(53) 




d, . 


sales 


suf f icient 


123456 


insuf f icient 


(54) 




e . 


services^ 


suf f icient 


123456 


insufficient 


(55) 




f . 


skilled 


suf f icient 


133456 


insuf f icient 


(56) 






semi--skilled 


suf f icient 


123456 


insufficient 




4, 


have an understanding of 








# 




. t h e 


average work week,, 








(57) 




a. 


prof essional 


extended 


123456 


1 imi t ed i 


(58) 




fa. 


t echni cal 


extended 


123456 


limi t ed ' 


■ (59) 




c. 


clerical 


extended 


123456 


limited 


(60) - 




d. 


sales 


extended 


123456 


limited 
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(Pretest/Post 


Test Continuec 


1) 








c. 


ser V i cos 




ex I fennel ea 




1 1 in i t e d 




f . 


^ skilled 




ex L eno eQ 




1 1 in 1 ted 






semi— ski 1 1 ed 




ex t ended 




1 1 m i ted 




have an under st a 
the normal work 


n d 1 i\Q of 
hazards . 








< 64 ) 


a. 


prof essional 




extended 


123456 


1 irni t ed 


(65) 


b. 


t echni c al 




extended 


123456 


1 Imi t ed 


(66) 


c. 


clerical 




ex t ended 


ia3456 


1 irni t ed 


(67) 


ci. 


s a 1 6' s 




ex t ended 


123456 


1 imi t ed 


(68) 




' services 




extended 


123456 


1 imi t ed 


(6") 


f . 


skilled 




ext ended 


123456 


1 imi t ed 


( 70 ) 


F3 ^ 


semi— skilled 




extended 


123456 


1 imi t ed 



(71) 

(72) 

(73) 

(74) 

(7.5) . 

(76) 

(77) 



(79) 
(80) 



6. have an understanding of 
.the wo rk facilities. 



a . professional 

b. technical 

c . clerical 

d . sales 
-e, services 

f , skilled 

g* semi— skilled 



/ 



ex't ended 


123456 


1 imi t ed 


extended 


123456 


1 imi t ed 

1 


..ex t ended 


123456 


1 imi t ed 


ex t ended 


123456 


1 imi t ed 


ext ended 


123456 


1 imi t ed 


ex t ended 


123456 


limi ted 


ext ended 


123456 


1 imi t ed, 



have an understanding of 
t^e leave policies, 

a , professional 

technical 

C- clerical 



very good 123456 very little 
very good 123456 very little 
very good 1 234 56 very little 
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D-i 


C Pret US t/pus t Tes t Con t inued) 






(81) 


cl. 


sales 


very good 


123456 


very little 


(82) 


c . 


services 


very good 


123456 


very little 


(83) . 


t\ 


ski lied 


very good 


123456 


very little 


(8X.) 


g- 


semi-skilled 


very good 


123456 


very little 


) 8 


have an understanding f 
rhe insurance benef i t s , 








(85) 


a. 


professional 


sufficient. 


1 0 ^ A ^ A 
X ^ J*+ D O 




( 67) 


b. 


technical 
cler icuJ 


suf f icient 
suf f icient 


123456 

J., ilj J '-r J 


insuf f icient 


CSS) 




sales 


sufficient 


123456 


insufficient 


(89) ... 




services 


suf f icient 


123456 


insufficient j" 


(MO) 


f . 


siniled 


sufficient 


123456 


insufficient j 


(91) 




semi-skill ed 


sufficient 


123456 


insufficient 1 



I 



D, Career C)ata , - 

1, Write the percentage of the total work force 16 years of 

age and over which is involved in the; following occupations. 



(Q2--9 3) a, professional ' / % 

(U4-95) b, .managers y \ % 

-(96-97)— c.^ sales % 

(98-99) d. clerical % 

(100--1Q1) e. craftsman ^ % 

(102-=103) f. semi=skilled % 

(X04-105) g* transportation ' % 

(106-107) h, laborer % 

(108-109) service - % 

(110-111) j. household ^ % 

(112^113) k. farm % 



2. a. ^ Elementary education - no special training 

bf^ High school and some college - technical or some 
.business training is needed . 

c. college or above . _ = , , . 

Using the scale provided above^ indicate the educational 
requirements for the following occupationsi 
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Appendix D-1 C Pretest/Pos t Test Continued) 

(114) 1) x=ray technician 

(115) 2) key punch operator 

(116) 3) sales clerk 

(117) 4) hair stylist 

(118) 5) carpenter 

(119) 6) tool crib attendant 

(120) 7) electrical engineer . 

(121 ) 8) machinist 

(122) 9) dorm director 

(123) 10) funeral director 

(124) 11) fork lift operator 

(125) 1'2) offset press operator ' 



3, Please underline the at^erage annual starting salary you 
believe is accurate for the following occupations/ 

(126) accountant $.6 , 500-$8 , 000 $8 , 300-$8 ^ 700 $lo ,000-$12 ,qpO 

(127) school teacher $9 , 300-^$7 , 000 $7 , 330-^$8 ^ 000 $ 8,500--$ 9,000 

(128) occupational ' 

therapist $6 , 500-^$7 , 500 $7 , 600-$8 , 400 $ 8 , 400-=$10 , 500 

(120) firernan $4 ,000^$5 , 800 $5 , 900'»$8^, 000. $ 8 , lOO^IlO , 000 

(130) secretary $4 , 000^$5 , 200 $5 , 300-$6 , 400 $ 6,500^$ 7,600 

(131) law enforcement^ $5 ,000-$7 ,900 $8 ,000-^$16 ,000 $16 , 100-^$20 , 000 

(132) 4, Please place an X beside, your school corporation, 

-'^ South Bend 

Mishawaka 

Penn-Harris-Madi son 



EKLC 



(133^ ■ , ; 

134) 5. Indicate the percentage of disadvantaged children in ypur 
s c h Q a4 c t:j r p o r a t i o n t . 



(135^ 

136) 6. Indicate the cercentage of bilingual children in your 
school corporation. 
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Appundix n»l (Pretest/Pust Teat Cant inued) 



For the follQwiug occupations, indiV:atc the projectt'd 
degree of change in employment growth through the 
1^)80 's. 



( li7) 


a . 


professional ^ and technical workers 

no change 


1 23456 


great 


cliange 


( 1 38 ) 


D . 


clerical 


no 


change 


123456 


area t 


change 




C * 


mtinager, officians, 
and proprietors 


no 


change 


123456 


great 


change 




d. 


service wo r k e r s 


no 


change 


123456 


great 


change 


CI n ) 


e , 


sales 


no 


change 


123456 


great 


change 


( 142) 


f . 


craf t sman 


no 


cliange 


123436 


great 


change 


( 1 4 3 ) 




semi-skilled workers 


no 


change 


123456 


gr eu t 


change 


(144) 


h. 


nonfarm workers 


no 


change 


123456 


great 


cliange 


(143) 


i * 


farm workers 


no 


change 


123456 


great 


change 
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Workshop Evaluat ion : 



PROGRAM EVALUATION FORM 
CAREER GUIDANCE INSTITUTE WORKSHOP 
November 1^ ^ 2, 1974. 



CHECK ONE: 



Teacher 
Counselo r 



Administrator. 
Other 



Please complete the proper sectionCs) of this form as soon after 
each session as possible/ The form is to be turned in during the 
summary session at 1:45 p.m. on Saturday , November 2, 



For each of the following questions, respond by placing an X on 
the rating line vvhere it best expresses your opinion, ^ 

1, The^"tour selection/sign-up^V process was: 



excellent 



average 



poor ^ 



The use 6t the Occupational Name Game Mixer as a means of 
small group interaction v/asi - 



excellent 



average 



poor 



3 * The panel o f b u s i n e s s' 1 e ad e r s w as : 



exce 1 1 ent 



average 



poor 



4. Group meet ings ^Dn Friday night were: 



excellent 



;aver age 



poor 
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5. The **Conducting the Interview-^ activity was: 

excellent average poor 

6. The review of res6urce materials session was: 

excellent . average poor 

7. The sTi'de taking and script writing session was* 

excellent average poor 

S, As a result of this vvorkshop, my understanding of the 
identification, communica t ion^ and motivation of diaad- 
^vantaged yoi.4th is^ 

excel len t average poor 

*U As a result uf "'this conference^ my understanding of Cp^reer 
Education and Career Development is: ^ 

excellent average poor 

ADDITIONAL CONFERENCE COMMENTS: 
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Appendix D-3 
Institute Evalua t ion ^ / 



NAME: 



1. Analyze and evaiuate briefly our Institute in reference tu 
our objectives. 



Indicate the extent to which you gained insight into private 
sector career opportunities fcr economically disadvantaged 
youth upon graduation from high school or college* 



Indicate changes that has^e occurred in your knowledge, skills, 
and attitudes regarding career guidance between the beginning 
of the Institute and its conclusion. 



4, Your suggestions for improvement of career guidance institutes 
may be offered in the future. ■ ^ - - 



(Use xeverse side of form if more space is needed) 
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Appendix D-.'^ (Inritiuitu Evaliiation Continued) 



5, Many of iViu company repreHentativtrs have aaked for feedback 
regarding iht^ tuur thuy pruvided. Below are listed all of 
the tour^. Please i ndica t c any posi t ive and/or negat i ve 
comments you may liave regarding the tours you atteuded. 



DATE 


TOUr< 1 COMMENTS 


11/12/74 


I nd i ana Bell Tel ephone Co , 


— — . — — 


U /I 3/74 


Fe f erman Mo to r Sales 




1 1/13/74 


parrish Machine Co* 


= ^ . ; — 


11/18/74 


Penx Tool Co . ^ . 




1 i/lv/74 


Notre Dame 




1 1/26/74 


G:'rvey Pattern & Mfg, Co. 




12/2/74 . 


Car e e r R e s o u r c o Center 




12/17/74 


Ma r t i n Mac h i n e Co p 


. — ™« — — — : — -I — ■ 


1/7/75 


B e nd i x Corporation 




1/13/7 5 


Ram ad a Inn 




1 

1^/15/75 


Valley Bank & Trust Co. 




1/16/7 5 


Associates Co r po r at ion 


/ _ 


1/22/7/5 

\ ' 


Carleton Financial Comp. y 




1/28/7 5 


/ 

, South Bend Lathe ■ j 





Appendix D-i (Institute Evaluation Continued) 



2/4-.17/ 

I D 


Indiana State Employment 
i e r V 1 L e 




1/5/75 


Sibley Machi ne & Foundry 




2/11/75 


White Farm 




2/13/75 


Rober tson' s 




2/19/75 


L, S. Ayres 




2/25/75 


American National Bank 




2/26/75 


AM General > 




3/4/75 


RACO 




3/11/73 


Tor ring ton 




J/12/7 5 


First Bank & Trust Co. 




i/V&/l5 


South Bend Tribune 




3/25/75 


I & M Electric 




3/26/75 ; 


Avanti 




4/^/75 


St* Joseph's Hospital 





Appendix D'-4 



op 



Employ cr Bvalua t ion : 



I felt adequately inforrped of the purpose, goals, and 
objectives of t He Career Guidance Institute, 



yes 



no 



coniment 



I was made aware of my organization's role in the Career 
Guidance Institute, \ 



ves 



no 



comm'pn t ^ 

"~ — r ■ ' ■ 

The administrators of the Institute provided me with the 
necessary information— at tendance^ 1 ist ^ etc, "prior to the 
visitation, 1 ^ ./ 



yes 



no 



.comment , 



The time alloted for the toikr and discussion was adequate, 
yes no commenti 



The editcators came to the t^iir with the necessary background 
information concerning our organization. 



ye 



nu 



commen t 



The educators displayed interc 
as well as on the product or s 



yes 



no 



commen t 



st in focusing on the worker 
ervice we privide. 



The educators displayed the abil 
with our employees wi thou t difi 



yes_ 



no 



comment 



ity to interview or talk 
iculty. 
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Appendix D-4 (Employer Evaluation Continued) 



8. In general, the educators asked pertinent and relevant questions 
yes no comment- 



9. Taping and cameras were a hindrance on the tour, 
yes no comment: 



0. As a result of the Career Guidance Institute visitation^ I 
feel that the educator participants became more aware of* 

a, product or services ' — 

number of employees a;^ia wage scales . . 

c, Ivinds of tools and equipment used, 
d* training necessary/f or various jobs and/or 

company advanceme/it policies 
e, fringe benef i t s /^and equal opportunity employment 
f* the labor-manag-ement relationship . i 

g, the kinds of |^eelings expressed about co-workers 
and the compa^iy ^ . ^ . 

h, how workers ^a'^t each level, felt about the 
importance ^f their jobs - . 

i, how the lives of the workers at^ each level 
were affected by their jobs 

j. factual information^ about the jobs in the , 

organization > / 

k, company policies and practices that affect the 
worker 

1* worker feelings and lifestyle 
m. minority opportunities with the organization 

/ ■ : ■■■ ' ^- I 

Do you t eel. that comm.uni cat ion be tw^een the business/industry ; 
community and the educational community has be'en strengthened I 
as a result of this visitation? -''^ . = \ 

yes no^^ comment:' 

If you have suggestions or recommendations for improvement of ou\: 
Career Guidance Institute, please share your ideas .with us, 
(Your comments vvill be considered in planning future tours.) 
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Appendix 



SLIDE 



AUTOMOBILE INDUSTRY OPPORTUNITIES SCRIPT 



Mechancis and repairmfjii are the skilled workers who 
keep our aLitomotailes , airplanes, industrial rnachinery 
and similar equipment operating at peak efficiency. 
Mechanics and repairmen coniprise one of the fastest 
grovving occupational groups in our labor force^ 

Nearly J* 2 million persons are employed as mechanics 
and repairmen. This represents 3 out of every 10 
skilled workers. More than l/3 of these are auto- 
mobile, truck and bus mechanics , auto body repairmen, 
diesel mechanics, industrial machinery repairmen, 
motorcycle and snowmobile mechanics, 

3 Many mechanics acquire their basic training in 

Unempluyment vocational and technical schools. ^ This training 
Rates and experience helps young men prepare for these 

occupations. Employers look for applicants who 
have' mechanical aptitude and manual dexterity. 



. Graph- 
Employment 
GroVs/ th 



Graph- 
S e r V i c e s 



pack Rat 



5 



CI ass room 



Engine 



Diagnos tic 
Equipmen t 



8 



Open Car 
Door 



Many employers prefer people whose hobby or interest 
includes automobile repair^ model building etc. A high 
school education is often required for employment, 

.oyers also favor applicants who have had courses 
in blueprint reading, machine shop^ and automobile 
mechanics. Generally applicants are required to be 
18 years old and in good health. 

Automotive maintenance and repair have several 
avenues of advanc/ement. Some move into supervisory 
positions such^ ai foreman or service managers. A , 
substantial number of service men have opened their 
own shops* 

Job openings average more -than 130,000 a year, 
Young persons who acquire a good basic education as 
well as thorough job training will be better prepared 
than other applicants who compete for the higher 
paying jobs. 

Career opportunities for high school graduates are 
more promising today than ever. If you have a diploma 
and are among" the 50 percent of today's high school 
graduates who do not plan to attend college, you have 
many opportunities to embark on exciting, well-paying 
and satisfying careers. 
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ERIC 



1 



AppiMid i \ li^l ( { 'oil I ! nurd ) 

^IWnz AirrOMOHlLli INMliSTUV i^iMHiirniN I T I HS SCR1P1 



^^i^i^ trniuirui vmii cuii curii Sin^ooo or muvy a yrur 
^ ^ rhaiiro I o inov<' u|i to itjUiuigrr in] ranks. Nc^ 

buH I ni'Hs ()r i ruins L ry Iwis grown iriijru coithi ^ t un t ly or 
^^'H^^^^l y . rnor r iiro now 'hi rn i 1 1 i uu cars , trucks^ 
and liusc^s that iravc] on tair higluvuys, 

ALU:ordinLi lo ilu^ latc^si govt^rnmunt statistics^ am^ 
Avaiai Doar plcniTii-iii ol^ an t ^jinob i nuMMianics has incrcnsed frorn 
approxnnu I i'l y oAb,()0(j in PoO to 785,000 in 1^.^66. 

1'^'-^ ^*4i),0(U) inechajiict^ can expect to be employed, 
'^'^i^^ a .A) pirrctMi! increase in' less than years. 

. ^^i^^^ ^^1^^ many varied areas of interest in, the auto=» 

Paini Shop nioUve field is the; aiito b^uiy painter. He may be asked 
to repair old cars that have been in an accident. He 
must be ablt; to prepare the nietal by sandi ng , appl y 
primej% and .vurk w^ith a spray gtin. 

'^r^ auiornotive l)(jdy repair mechanic is a well paid and 

Hv)dy Repair specialised trade. The body repair niechanic repairs 
au toinobi ic^s that were damaged in accideniii. He must 
know huw to replace btjdy hardware and trim^ haminer 
out dents, c?tc. Repairing automobile bodies is a 
highly qualified and chai lunging job which can be 
wurki^d into a su[>ervisory position or a repair busi^ 
uess (.) i your ovJix, . 

1'" ^ A tront end mechanic musi troubleshoot and repair 

Chassis , malfuncUons in steering assembly, both power and 
manual. He doc:'S whe(:l balancing and also is able 
to do brakt; repair work, 

^ f A diagntiStic mechanic is" one cjf the new breed of 

^-i^yiiit? highly trained mun who must be able to use the latest 

t OS I ecju i pmru t t u di agnose cuig t ne t roubles, 

i5 Anothc^r speciali;<ed area is .that of iipolstery and 

bpMlstery glass specialist. Automotive upolsterers cut, fit, 
^ stretch and glue iipolstery m.iterlal and even create 
designs for customers. 

^•^ 'i'hey als(.) repair C(.ui ve r i i I) 1 e (ups, windows, and 

Convt^r t i blc^ replacu^ glass. 
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ApptMidiX H-1 (C'uni i Uiicci) 



SLIDH 



AUTOMOHlLi; INnUSTHY OPPORTUNITIES SCRIPT 



r 



piir t 

Dcpa r t men t 



Auioirkuivc parts and countur niun are also wuJ 1 paid, 
lius IS u reLuiiveLy clean and weJ.l-paying jab. It 
takes an organized man to do this jol), Re;:urd 
keeping is viial to the smuulh operation of a parts 
di^pu r t men t . 



18 When you become an experienced mechanic, oppor t uni t i es 

'Mr, l-eferman for advancemeni are available. For example, you might 
be good with handling people and become a service man- 
ager. There are also opportunities to become a parts 
iiv accessorit?H salesman or move up to manager or a 
service center of your own. 



1^^ 
Woman 



.20 
Tv let ype 



40 percent of the employees in 
work in sales or in the office, 
education is usually required. 



t h e au t omo tive area 
A high School 



Typing ability i^ required lo operate tlise leletype. 
Salaries for the office staff range from approximately 
$2.75 to $3.50 an hour. Salesmen can earn $1S,00U to 
$25,000 a year. 



;1 

A van C L 



As you can see, there are many jobs in the mechaiiics 
area. He careful, do not start your career aiming 
just for one job. First, learn how an automobile runs. 
This situation is like a student in medical school. 
You must learn the different parts of the body and how 
they work in relation to the whole. By the time you 
finish training, you will know the entire system. 

The message should come through loud and clear. A 
Job in the automotive industry offers many gopd 
opportunities for the young person who wants to gc?t 
ahead. It is t?asy to become a top notch automobile 
mechanic. Like any other occupation that is worth-^ 
while, it will rt^quire time, effort , and training on 
your part. 
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SLIDE 



COMMUNICATIONS AND MEDIA SCRIPT 



1 Indiana Dull^t^ new facility in South Bend was the 

Indiana Rt;ll indiistry tuurcd io represent corrirnuni cat ions. Em- 
Office ployees, if ihey nicct company requirements, can 
move in any dirc:*ction. The company insists on a 
tniniinum absenaueisnu 



Produc t 
Di splay 



The industry's growth and change iB portrayed in 
these new inHtrumonts available to John Q. Public, 



Directories 



In the lobby an addi t ional service and convenience 
is provided for public use in the form of the out- 
of-town directories. 



Caslii er 
Service 



Customer 
Service 



Directory 
Assis t ance 
Op e r a t o r k 



7 and 8 
Swi t chboard 



TS PS 



located in the 
responsibili ty 



Both male and female cashier^ are available in the 
'inner lobby to service cus tomcrs quickly . 

\ ^ 

The customer service department^ 
St, Joseph Bank Building, has the 

for orderSy new telephone service^ selling telephone 
service^ bill collection and public service. 

Directory Assistance Operators have a variety of 
working hours, including weekends and holidays. 
This is an entry level job which does not require 
a high school diploma but does "require a friendly^ 
pleasant personaliiyj as well as speed and accuracy* 

This is a shot of the old switchboard where all calls 
are personaliy handled by ^ the operators. These toll 
services have not been compu t er i s'.ed but are in the . 
process of being phased out, \ 

TS PS is what this is called - that's Traffic Service 
Posi tion 'System, These consoles are replacing the old 
fashioned swi tchboard. 



10 

TS PS 



11 ■ 
TS PS 



Consoles are manned by long di s t ance opera tor s who 
service person- to-per son , collect^ credit cardj 
emergency , and other specialc alls. 

Federal Regulations require calls must be answered 
within seconds and these operators must work at 
a '^7%. artswer fur a month. 
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AppetkH'x L'-J C('< Ml t i iitu'd ) 



SLIDU 



lOMMLlNlCATIONS AND MEUIA SCiUPT 



TS PS 



Coiiiiti 1 r 
'{"iMi ili ng 

1-4 ; 

Condo If , 
'I' L" a i u 1 iig 



IS PS u(HM^<i(uri; rec()rci on IBM curds toll charges 
uiui t^^'i^forni other special servicus as figured by 
t he compu I cr i xed cpnsol ea , 



Mu c li I i m c is i n vo 1 v ed i n 
TS PS t:oiiKOi e (Operators, 
Coiiso 1 e , 



I r a i ni ug personnel to be 
This is a special training 



Tapes siored in these cabinets are played by the 
training ^cons£)le to assist in the training process 
f u r n e w u p e r a t ^ r a . 



This is the 'MIobie'* Room - or the Hotel Billing 
Service. Whenever long distUnce calls are placed 
frum hotel, the Hotel switchboard can call 
charges in.inedi at ely upon completion of 
Though this room -dtjes' no t have to be manned,- 
uperators frum TS PS can obtain the information 
from 'Tlubie'^ as needed. 



i n f o r 
the call. 



16 / New Operators aid directory assistants are trained 

New Operator fiere. This i s an entry level job and an introduction 
Irainiug to the company^ its procedures, policies and op- 

por tuni ties. 



17 

Public 
Rc 1 ut i uus 



IS 

S(jtith Bend 
Tribune 

19 

Account s 



20 
R e t ti i I 

Sa I es 



The PuiUic Relations Office was very gracious when 
they conducted our tour ^ showing us the facility 
and ex p I a i n i ng 1 1 1 e man y and varied o ppo r t u n i t i e s 
available with Indiana Bell, 

AntUlier very useful and popular method of commii- 
nication is the newspaper. As you can see, our tour 
of ihv media was the South Bend Tribune. 

The foundat ion ,of any industry is finances. Accounts 
payable and receivable are responsible for financial 
transactions of both the TV station and the newspaper. 
Only in tliis area are the two organizations linked - 
o t herwis^e they are comple t ely separ a t e , 

One of the many job opportunities is that of artist 
in retail sales. He (the artist) helps customers 
develup designs and lay-^out ads for newspaper ad« ■ 
vert 1 King, i f the total service is required. Many 
cus tomer organ i za t ions employ thci r own ar t i s t s and ' 
t h a r e f o r e do not need this service. Sale sm en i n_ t h_ is 
department should have retail experience or .a college 
l)ackground and are paid n salary and commission* 
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Appendix E-2 (Coniiiiucd) 

SLlDId ^ COMMUNICATIONS AND MEDIA SCRIPT 

21 Tl\e ntnvs room receptionist has varieci responsi- 

Ncvvs Rooin bilities, Shu ciistribuies the mail, mee t s anyane 
en I t?r i ng 5 e t c , 

The news room itself is the hub of the industry. 
Reporters are divided into 2 groups - the "beat 
area" and "general assignment". Much of the 
activicy in this area is carried out at nights. 
The Tribune News Room is open and busy 24 hours 
a day since news is being made and reported all 
I h e t i m e . 



23 Most of the reporters _^are journalism majors. Some 
Reporters have had experience on college newspapers* They 

also have an apprentlr^^ship program for high school 
and college students interested in journalism* They 
offer journalism schclarships as well as scholorships 
to nevvspaper carriers, 

24 Reporters who are out of town or who cannot get into 
Typing the building to complete a story have a phone service 
Service and typists are employed to take these stories as 
Reporters they are called in. Typists must be efficient, 

capable of spelling correctly and have a background 
o f Engl i sh gr ammar . 

25 Associated Wire Press covers national and inter- 
Associated national news. These machines do not have to be 
Wire Press manned at all times but provide print-outs of events 

the l&s.al newspaper may otherwise not have immediate 
access t'W 

\ 

26 ' Key punch oper-^utdrs prepare the tapes fed into the 
Key Punch computer which "^^s them up in newspaper form. The 
Operators key punch operators^mtilt^ be flexible people^ type 

60 words a minu'te, and^^pell well. Many of the 
employees in this ar ea ai-^ long- time employees who 
have been retrained to do fhe^ Job. 

27 Lay--out men take the ads, s tor ie^^^md^^f illers and 
Lay-Out arrange them^ to create a page of newsp>iQ^ These 

are tiien photographed and the aluminum form^^^^r^ 
press use is, created. Employees in this area aTs^^. 
have to be flexible and^ able to do the job at hand. 



0 o 

News Room 
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Appeadix tContinucd) 



SLIDE 



COMMUNICATIONS AND MEDIA SCRIPT 



28 
Luv-Ou t 



2 ' > 

pr t^sric^s 



.^0 



The process is doiiu by cutting and pasting ad^ 
ver t isemcni s into place, followed by the photogruphy 
and aluminum plate reproduction. In converting t roin 
the heavy old. metal pluies furmerly used, IcsHman- 
power has been needed ^ therefore, rctraini n^ f or ^ 
other skills have been given employees. 

No nev;spaper ran be published without the presses. 
These ar e cont inually threaded with newsprint and 
only the photographed aluminum plates need be changed 
for each edition/ The press men have to keep the 
machinery in good repair at all- times to ensure the 
efficiency of the publication process. Mechanical 
knowledge and abiliiyare needed for this job. 

The newspaper is assembled automatically and trans=- 
ported by conveyor to the neighboring distribution 
room. Jobs here are not highly 



skilled or teclinical 



21 Here the newspapers are bundled and labeled for 

Di^iribution carriers and distribution sites. Any supplements 

that need stuffing inside the paper are added to the 
bundle and the carriers attention is called to the 
bundle by the di fferent color wrappers on the bundle. 

purchasing/ classified ads and circulation are located 
on the ground floor where they are readily available 
to the public. Classified ads are divided into 2 
groups small private ads and larger accounts, Em- 
ployees in these areas use accounting and typing 
skills in performing their jobs, as; well as pleasant, 
pleasing personali t ies rn meeting the public. 



32 

Pur chas i ng 
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Appendix E^; 



SLIDE 



FINANCIAL AND CLERICAL SCRIPT 



Are you considering a career in an office? Financial 
iMailroom institutions offer a wide variety of office careers^ 

One ent ry-leve*i>posi tion is showfT here in the mail^ 
room at Associ'ktes, A high school - diploma is 
r econiinended . Specific training is not as important 
as initative and good high school attendance. 



Typist/ 
S e c r e t a r y 



Typists 
demons t r 
Trust . 
able as 
is also 
centers 
beginnin 



role in every business as 
secretary at Valley Bank and 
typing and shorthand is avail- 
school education. This training 
business college and career 
following high school graduation. Nationally j\ 
g typists earn $115 to $120 weekly. 



play a vital 
a ted ' by this 
Training for 
part of high 
available at 



Circular 
Files 



TeLler 



Bookkeeper 



6 



Accountant 



Ac tuar y 



An o 
office/ 
records 
di t ions 
many of 
County. 



file^system is often the key to an efficien^ti 
File clerks are responsible for keeping \ 
accurate and up to date. Good working con- \ 
and the opportunity for advancement exist in 
the financial institutions in St* Joseph ^ 



Many people enjoy working with thk public. This 
teller at Valley Bank and Trust, as well as being 
accurate and hnnest , must have a personality that 
presents a good image to the public. Some banks 
consider this an entry-level position; others prefer 
employees with previous experience in . the bank* 

Do you enjoy working with numbers? A bookkeeper at 
Valley Bank uses modern equipment and the knowledge 
gained from high school math and accounting to perl 
her duties. Nationally^ 90% 'of the bookkeeping clerks..^^ 
are women, - - 

Accounting skills, such as these per formed at Carleton, 
may require training beyond high school, ipecorded in- 
formation must be intelligently interpreted to be of 
real value. Accountants receive training %in this area 
aS part of their college work. ^ 

Why do young persons pay more for automobile insurance 
than older persons? How much shodld an insurance 
policy cost? Answers to these questions are provided 
by actuaries who design insurance policies and plans 
that can be maintained on a sound, f inancial basis. 
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SLIDE 



FINANCIAL AND CLERICAL SCRIPT 



S 



Ac I uaTy 



Key punch 
Op^cr a t or 

10 

Key punch 
Operator 



11 

Key Punch 
Oner a tors 



12 

S tuden t 
Tra i nee 



13 

Check 
Sorter 



14 

Au t oma t ion 



15 

Au toma t ion 



16 

Automat ion 



To obtain a position as an actuary requires a 
minimum of a bachelor degree with an emphasis 
on math ^ calculus j probabil i ty , statistics ^ 
business economics , insurance law and account ing . 

A key punch operator prepares data cards for use 
in Cur 1 e ton ^ s compu t er sys t em. 



Key punch . operator s must receive special training 
in private ur public schools such as the courses 
offered atSouth Bend Central Career Xenter ^ Elkhart 
Career Center^ or Ivy Tech* 

These key punch operators at First Bank and Trust 
Company must have previous experience before being 
hired by the bank. Experienced operators can hope 
to earn approximately $125 to $130 per week. 

This student trainee at Associates Corporation of 
North America attends high school in the morning 
and learn on-the-job skills in the afternoon. This 
entry-level position requires excellent typing and 
shorthand. This is one route to a permanent position 

Mechanical ability has become Important in the office 
as automation is growing in both large and small 
companies. This machine rapidly sorts checks at 
First Bank and Trust Company, 

Advancement in technology s such as shown in this 
series on computers^ requires special training before 
employment , Beginning programmers nat ional ly earn 
$8,500 to $9,000 per year. Experienced. people in 
thia field earn $11,500 plus, with managers receiving 
much more. 

Continuing education in this field and many others is 
essential. Many companies, realizing that education 
is a lifC'-long process, offer free or partial tuition 
to employees. This young lady could be either an 
operator or programmer, 

programming, operating, and maintaining equipment are 
all important functions in the field of automation. 
Television and telephones can play an important role 
in automation* 
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SLIDE 



FINANCIAL AND CLERICAL SCRIPT 



17 

Compu t er 
Relay 



18 

Mrs, Wolfe 



19 

Insurance 
Ex ecu t i ve 



Much of the equipment is very expensive. Companies 
Look for honest employees that can be bonded/ (That 
is, they do not have a serious police record) Secu- 
rity is essential si^ice a loss of equipment or 
information stored on the equipment could result 
a financial disaster for the employer. 



in 



Are you looking for a career that offers advancement? 
Financial institutions of f er posi tions in management 
lor both men and women* Here Mary Lou Wolfe ^ Vice 
president at American National Bank^ dictates to a 
student trainee. Mrs. Wolfe began her career as a 
co^op student trainee for John Adams High School.^ 

The Insurance Department at Valley Bank and Trust 

is only one of the important departments behii^ 

the scenes offering challenging : .;d rewarding car eer^ . 

Banks (offer a variety of services. Travel^ trust^ and 

mortgage loan are examples of departments requiring 

employees with detailed knowledge in their respective 

areas'. . 



20 
Public 
Rela t ions 



21 

Compt roller 



22 
Vice 

Pi'esiden t 
23 

Presiden t 



In the cbmpetitive banking industry, a good public 
relations person can make a vast difference, A 
college ' education with a background in journalism 
is desirable for this type of position* 

The Comptroller in a bank is an executive officer 
generally responsible for all bank property. This 
position requires a college accounting background. 



This Vice 
has among 
college graduates 



President and Loan Officer at Valley Bank 
his responsibilities the recruitrng of 
for trainee positions. 



The 

and 



President at Carleton Financial Computations 



24 

Chairman of 
the Board 



The Chairman of the Board at Valley Bank are examples 
of executive positions requiring education beyond 
high school and many years of experience. 



25 We close our presentation on financial insiitutions 

Gold Coins with money. This display of gold coins is being 
shown at the American National Bank. 
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HEALTH SERVICES SCRIPT 



St 



Hospitals offer a large variety of caraer 
Joseph's opportunities. One of the first requirements 



Hospi tal 



New Wiiig 



Nurses 
S t a t i on 



Ward 

Seer c t ar V 



Nursing 
Assistant 



Registered 
Nurse 



Male Nurse 



8 



Opera I ing 
Room 

Technician 



for working in a hospital is to have a genuine 
Concern for people. 

Among those careers housed within St* Joseph's 
Hospital are skilled workers, technicians, therapists, 
and clerical workers. This "city within a city" 
employs approximately 850 people. 

Let's begin with nursing services -which employ the 
majority of hospital workers. 



An important part of the nursing team is the Ward 
Secretary, In addition to relieving the nurses of 
some of the clerical duties,^ Judy is responsible for 
ihonitoring the mini«swi t chboard where she can talk 
to patients on the inter-com and within seconds find 
out v/hat the patient wants and have a nurse on the 
way, Judy is a high school graduate and has had 
three weeks of in-service training. 

If you like direct patient contact, a job as a 
nursing assistant may be for you. Many nursing 
assistants go nn to become licensed practical nurses 
by obtaining an additional year of training. A 
special course in pharmacology enables LPN's to 
admini ster medications. 

If you like to make decisions and ^ / willing to^ 
go to school a little longer, you might enjoy being 
a registered nurse. Indiana has two-^ three-, and 
four-year programs available leading to this license, 



Anyone working in nursing services can expect 
work nights, weekends, and holidays. 



to 



One nursing service specialization is an. operating 
room technician. This person's twelve months of 
education qualifies him or her to assist the surgeon 
in the operating room* 
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9 Additional leadership positions in nursing are head 
Assistant nurse and assistant direction of nursing/ These 
Director of peopole do such things as schedule staff, pian the 
Nursing budget ^ and supervise and evaluate employees under 

theirdirection* 

10 Another area in the hospital is that of physical 
Respiratory medicine, Joe, a respiratory therapist, says that 
Therapist only an emotionally mature person can cope with the 

life and death situations that he meets every day * 
He tests, diagnoses, administers oxygen to, and 
rehabilitates patients with heart and. lung problems. 

11= The physical therapist helps patients strengthen 

Physical their muscles and re-learn to walk. His rewards 

Therapist come from seeing his patients improve steadily* 

12 _ The two other therapies are speech and occupational, 
Loom both of which help stroke patients re-learn fine 

muscle skills. 

13 and 14 A radiologist , as wall as other hospital employees, 
Sister Julie can expect to work some nights and weekends. Sister 
Or, Smith Julie takes the X-ray that Dr, Smith is viewing. 

15 . ^ Five years of college are required to become^ a 
Pharmacist registered pharmacist, A pharmacist must be able 

to type as well as to dispense the proper medication 

16 and 17 With a chemistry background, you can become a blood 
Blood Bank & bank technician or a blood chemistry technician. 
Chemistry 

Worker 

18 Life is never dull for Suzy who is in constant 
Emergency touch with paramedics and the ambulance drivers. 
Room She connects the emergency room doctor with the 

^paramedic on the scene. 

19 This male nurse has specialized in emergency room 
Male Nurse procedures. 
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io 

Emergency. 
Room 

Secretary 



21 

Dietician 



22 

Food Cart 
23 

Silverware 
24 

Supplies 
Depar tment 

25 
Pat ient 
Machine 
Technici an 



Carpenter 



28 
Laundry 
Worker 

Securi ty 
Guard 



Sharon's smile can put an anxious parent at ease 
when an injured child is admitted to the emergency 
room. Her job is to record all the necessary in- 
formation about the patients coming into the emergency 
room. 

The outpatient ward is located next to the emergency 
room where similar activities are taking place. 

Pood services are vital to patients staying over- 
night. The dietician, with a B, S, .degree in food 
and nutrition, makes up menus for patients on special 
diets. 

Taking trays to and from the patients is this food j 
service worker's job, ^ 

Returning trays are washed an4 sterilized in automatic 
dishwashers run by unskilled workers* 

No hospital could operate without some behind-the- 
scenes people. Sterilizing of operating room supplies 
is done by hospital trained. workers. 

Knowing medical language is necessary for the . 
Assistant Materials Director. He works m the Central 
Services Department too and repairs machines used m 
the treatment of patients, \ 

Did you know that hospitals employ carpenters, 
plumbers, and electricians? Even^ though these 
workers are already skilled, some on-the-job training 
in a hospital is necessary. 

Rather than sending it out, hospitals hire workers 
to do their own laundry. 

Security people are used throughout the building. 
The emergency room utilizes its own 24-hour security 
guard* 
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30 ' ~ The hosp'ital employs many different kinds of 
Switchboard clerical workers. The switchboard operator, 
Operator 

31 , someone to schedule the employee's working hours , 
Scheduling / 

•Clerk y' * . . . 

/ ,/ - 

32 / the receptionist, and 
Receptionist ' 

33 / the admission/s secretary. 
Admissions 

Secretary ^ = 

34 Some of these jobs require skills in computer 
Computer work, but most of them rely on typing and filing 

skills. 



35 ■ 
Medical 
Educa t ion 
Siecr e t ary 

36 

Medical 
Records 
Depar tment 



37 

Print S 

38 
Priest 



.--39" 

Per sonqel 
Director^ 



Mrs. Carr helps the patients understand their 
illnesses as well as helps new hospital employees 
learn about the hospital. Her title is Medical 
Education Secretary. 



Mary works in the 
People working in 
rie cords requested 
Su ranee compani es , 



medical records department . 
this department provide medical 
by doctors, attorneys, and in-% 

As in other departments, additional 



training is required for advancement , 

The hospital has its own print shop. Kathy is photo- j 
copying some material that has be^ requested. I 

The priest is part of the pastoral care department. 
He must have/ clinical education as well as seminary 
training. Father combines a sense of humor with an 
ability to /comfort and listen in times of crises; 

^ " r :^ ; ; 

Tom Swindeman, the Personnel Director, is responsible 
for hiring all of the workers in the hospital. He 
looks for positive personality traits as well as ed-- 
ucational background when he is hiring someone. There 
are other administrative jobs as well. 
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40 

Volunteer 



Important jobs are also done by volunteers, ..They 
staff the gift shop, deliver the mail, bring books 
and magazines to patients, and otherwise aid in 
patient comfort. 



41 
View of 
Hospi t al 



Health careers are not for everyone. But 
\. . - ^ others 



enjoy working with people, can 
ahead of your own , and can deal with 
ipressure, then you might investigate 
field' of health services. 



if you 
' welfare 
to day 
growing 
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South Bend 
Lathe 



What 



you have just heard are the sounds 
t ion/' and assembly plant in operation 
these /=^ii*- ^r^^i^ 



ILLS cissdiiLiiy piaiii. ill upcio-uiUil* 

sounds oh our tour of RACO Corp.^^ 
ir production and assembly plants in the are 
irs we will report, -on include Bendix, Torringtpn, 
South 3end Lathe. 



f a produc-» 
We recorded 
one of the 
ants in the area. 



You are entering one of the product ion and assembly 
plants—South' Bend Lathe* South Bend Lathe was the 
only place we could take slides. The other companies 
preferred we not take slides. We will be relating 
information concerning BendiXj RACO^ and Torrington . 
as vve view South Bend Lathe slides.. 



Metal Lathe 



South Bend Lathe manufactures precision tools include 
ing metal lathes^ spindle drills^ power presses^ etc. 



Bendix 
Corporation 



Torrington 



RACO^ 



6 



Sal esman 
Demons^t r at ing 
Lathe . 



Bendix Corporation consists of three divisions in 
South Bend: 1) Energy Controls, 2) Brake and 
Steering^ 3) Automotive af t er--market , The missle 
design and assembly plant is located in Mishawaka, 

i 

Torrington is one of the world's major producers of 
all types of=. anti--f riction bearings. Bearings are 
manufacured in f ive, plant s , in this county and at 
four other plants located in Canada, England, and 
Germany, Examples of the users of Torrington 
bearings include the petroleum, steel,' paper, con— 
struct! on and strip-mining industries. 

RACO is a producer of electrical fittiings and steel 
boxes and covers for homes and buildings. They have 
one of the largest plating installations in Indiana* 

The work force of the plants could l^e divided into 
3 major areas: 1) Management and'S^^les 



ice 



2) Clerical and Secretarial 



8 3) Plant Area-Skilled, Semi-Skilled and/or Nonskilled 

Semi-Skilled workers. Bendix and RACO employees have a wide range 
and Non- of skills from the unskilled to^highly trained 

Skilled .. journeymen. 



112 



110 



Appendix E-5 (Continued) 



SLIDE 



PRODUCTION & ASSEMBLY SCRIPT 



9 



Machine Tool 



10 

Ci r cui t 
Board 



11 

Spindle 
Drill 

12 

Worker 



13 
Tour 
Guide 



14 
Workers 



Torrington is a pr eci sion- type industry making^ 
custom-made bearings; therefore, v/orkers are highly 
skilled. Skills needed to perform the jobs include: 
1) Ability to read blueprints and micrometer to set 
up machine, 2) Math skills, 3) Engineering and 
electrical background helpful to Torrington employees, 
Torrington currently looking for skilled workers that 
have four years of apprenticeship or eight years in 
the trade, 4). Hand and eye coordination is important 
at RACO, 

Some machifies at^ South Bend Lathe and a few at 
Torrington are automated* The worker must set up 
the machine to' perform the necessary job and the 
machine then works automatically. At RACO, however, 
many of the tasks are performed by hand. 



Here is an automated spindle drill that 
being used at South Bend Lathe, 



is currently 



The work force in the plant at South 
averages around the age of 50. This 
need for young people to start to be 
the various Jobs, This would offset 



Bend Lathe 
indicated a 
filtered into 
a shortage when 
Workers must 



present staff reaches retirement age< 
purchase own tools which may be a $300 $400 in- 
vestment so young people must be serious about going 
into the trade. Turnover is low at most plants- 
South . Ben# Lathe is'only 3 to 4% and they hire 
about 12 to 15 a year, ^ ^ 

You will find women employed in the factories at 
these plants. At Torrington about 40 women are 
employed—mostly in inspection jobs, ■ RACO had a 
large number of Women employed,. Many workers take 
pride in their jobs and are content and enjoy their 
work like our tour guide at South Bend Lathe, 

At RACO 5 or 6 emploryaes .talked, to the members of 
the tour at the conference session. The workers 
indicated that they/ were happy and enjoyed their 
Jobs. Although many jobs seemed to be repetitive 
and monotonous to .some of us, the workers looked 
upon them as a challenge to turn out as many products 
as possible in a day,. Most of them would set goals ^ 
for .themselves, 
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SLIDE ^ , PKOnUCTrON & ASSEMBLY. SCRIPT 

Til i a concl.udus our look at the production and 
, ' assembly plants. This has been a rather brief 

oVt^rvicvv, Hmployors are looking for ydung peopl 
who luive a desire and will i'rigneiss to Work,, who 
have a positive attitude^ and who are punctual 
and regular in attendance^. . ^ 
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HOSPITALITY AND . INNKEEPING SCRIPT 



Hospi tali ty 

^ & 

Innkeeping 



Not re Dame 



3 



Genera t ing 
Plant 



Worker at 
Oven 



Technician 



While viewing the alides on *^Hospitaliy and Inn- 
keeping'V^, an objective to keep in ^ind might be: 
to become aware of the job opportui^ities available ■ 
.at the University, of No<:re Dame and the Ramada Inn* 
As a pretest tiy to list the jobs arid coinciding 
salaries available at thfese two businesses* Check 
yourself^, afterward, modifying yourl answers .aad ^' 
adding to them. " . . 

^^Hospi tal ity and Innlieeping" is an occupational 
area which offers variety, 1 1. includes ^od 
service and all ,other aspects of the hotei-motel 
btisineas.. Thousands of people are. employed in this 
area world-wide. In an ever f as ter-.paced ;and more' 
mobile America, this is an essential. and growing 
field. ^ ' ' ■ ^ ' 

i^he University of Notre Dame is a small ^^ci ty** in 
itself, A variety of services are provided for 
the thousands of students making this^ their tem- 
porary home. Food service , .housing and maintenance, 
and safety are three areas in which services must be 
provided, ' 

Operation of 
Notre Dame, 



a generating plant is essential to 



A high school diploma and mechanical 'aptitude are 
necessary for this job* . On the job ^training is 

given, : . \ ^ ' [ ^ 

■(--j ^ \ ' .. . . 

Those individuals Unterested in electronics may 
find a desirable obcupation in the computerized 
operation of the generating plant. High school 
graduation and t raining at a vocational school are = 
required, RETS Technical College is" one such 
school in' South Bend, offering a two-year program ^ ^ 
in electronics.: Notre Dame also offers^ a training _ 
program through their power plant. This is a one . 
year correspondence course for which the University 



would pay, 



r 
(4 



SI IDU 



iiospn^ALrrY and innkhoping sciupi^ 



Puvvrr Plutit 
VVo r k e r 



c:umpus 
Pol i cernan 



Woman 
Securi ty 



Food 
Service 



10 ^ 
Cooks 



Cuiuiiuuil upiM'atian of the plnnt nn nucdcd, so 
cmpluyees work a forty hour week and rotate Hhifts 
froni t i ni,e to time, A $4^)0 per hour starting salary 
is typical for positions in the power plant. Aliout 
fi f teen employees. work in Notre Dame's plant, ■ 

A community must provide for the protection of its 
residents, Carripus police perform this important 
function at Notre Dame. '^Personable and able to deal 
with people^' describe the person Notre Dame looks for 
to fill approximately fifty security positions. A- 
galn^ continuous coverage is necessary - So security 
guards are expected tb work weekends and evenings. 
The shifts are rotated. An enjoyable aspec t^- of ^this 
job is the covering of ex tra^-curticular events^ such 
as athletic activities, ^ 

With their inoreasing female population.^ the Uni- 
versity has found it desirable to employ women in 
their security division. This particular security 
guard obtained a degree .in Police Administration 
from Indiana Universi ty. A degree is not necessary^ 
however. Training i s of f er ed^ by No t r e Dame,. with 
trainees also taking classes at the South fiend Police 
Academy. Starting pay for security guards is $3.50 " 
per hour. ^ ' ^ 

Providing appetizing meals^ fpr a variety of students 
is a challenging task. There is an increasing 
demand for 'food-service' managers to be college 
graduates in food administration or hotel-motel 
management. Managers, may expect to earn between 
$11,000 and $14,000 per =year.^ Supervisors make 
between' $5 5 500 and $7,500 a year and receive on- 
the-job training with cont inual , educat ion in 
supervision. 



special training is expected^ of cooks and bakers. 
> trairiing is provided on tl^e Job, These people. 



No SI 

This trairiing is provided on the job, 
are paid be tween $2.J0 and $4.00 per hour; 



11 A t t endents , such as this one, may expect to make 

Pood Service between $2.25 and $2.75 an hour. 
Worker 

. • Tie . . 
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12 ' 
Dining Room 

13 
Cashier 



14 

Rairiada Inn 



15 

Desk Clerk 
Customer 



10. 
Assi St ant 
Manager 



17 

Manager^ s 
/ Office 



Food service open to the puBlic is also provided 
at Notre Dame. . , 

Those^ employees involved with food service work'^a 
6i30 to 2|30 or ll:&0'td 7i30 shift, including, 
weekends^' to meet the needs of hungry stomachs. 

The Ramada Inn presents an enjoyable atmosphere to 
out^of-^town guests and local residents. The 
serviced a customer may pur chase there are food 
service and housekeeping. 'Ef f icient^ management ■ 
and bookkeeping are necessary for the smooth 
operation of the Ramada Inn, ^ 

Customer satisfaction is important in, any, business. 
The first impressioh at a motel is of tea, given by 
it^;s desk clerk. Requiring no special training, 
this job does demand a pleasant ind personable . 
individual. In addition to. this; a high school 
diplpma and some clerical skills are helpful, but 
not necessary, ■ The pay for this position is about 
$2.25 an hour or more wi th experience,^ - 

The assistant manager is a jack-of-^ll-trades" 
in the hotal business. This person must be sure 
all Jobs are covered on any "^shift, and they should 
be^aware of what is involved with the Job, Hiring, 
firing , and training ^of employees would also be 
their responsibility, A degree in hotel mahagement 
is becoming more. necessary . This person may earn 
up to $11,000 a year, . .. 

Full responsibility for operating the Ramada Inn 
=belongs to the manager^ this job requires a 
person with a. degree in hotel management, who likes 
people , . and 'is willing to work long hours and on 
weekends. Hotel^ managers may expect to make 15 to 
18 thpusahd dollars a year, depending. on the organi- 
zation' for which they work. Degrees in hotel 
management may be obtained from such schools as 
Purdue Uni ver si ty , Michigan ^ S t at e Universi ty , or 
Cornell Universl ty^ . 
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18 
Office 
Manager 



19 
Table 



Those people with interests and abilities in 
bookkeeping and accounting might enjoy position 
as a clerk or front office manager. A clerk would 
receive a beginning salary of $2.25 an hour, while 
a front of f ice^^fnanagef might expeGt to make $10,000 
a year, ' Employees with these jobs would be, given, 
training on the job, . , ■ 

Cleanliness is a must for hotel.3 ajid motels. Maids 
^are needed to, clean rooms such as this 'Conference ' 
room, which adjoins regular sleeping quarters, [ 
Receiving on-the--job training maids begin workifig 
for $2,25, They are expected to do some weekend 
work, ' 



'20 
Laundry 

21 

'Laundry 



Another housekeeping task is -attended to in Ramada 
Inn^s own laundry room* 

The people working in this area. make between $2,25 
and $3.00 per hour. They, also, require no special 
trainine. 



22 
Dining 
Room 



Luncheon 
Table 

24 

. Wai tress 



25 

Waitresses 



The food service and enter tairiment of f ered by 
Ramada Inn attract South. Bend area residents as 
well as the out-of-town guests. ' 

Hostesses and waitresses may work ,in 'a regular 
dining room situation or , for special luncheon or ' , 
dinner meetings, , | . ^ 

A waitress earns ^1,35 to $2,00 an-hour, / They also 
receive^ 15% " gratuities for working speqial group 
meals plus their regular tips. Union membership 
for wai tresses is 'becoming more widespread* Waitresse 
at. Ramada Inn, as well /af all other hourly employees, 
are coyered by a union contract , / : 

Being a waitress is a physically deman'ding job, / 
One must often possess a cool disposition^ also. 
If you like working witK people, this may be an 
enjoyable Job for you, ^J^o ;special training is 
required, ^ A new waitress is assigned to "follow" 
another waiNtress for two to three days to learn 
her job. - \ ' > ■ /'[ 
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26 ^ A chef is considered a department head at the 

Chef = , Ramada Inn, His knowledge is used in planning menus 

preparing rneal^, order ing supplies ^ and generally 
covering the bases, A degree in Culinary. Arts is 
required for this particular chef. Again ? this- may 
be obtained at either Purdue University, Michigan 
State Univerisity^ or Cornell Uriivers^ity . This 
'^^ 'position pays upward from $lfOOO per month. Cooks 
are another job classification, they receive on- 
the- job training and may make $4.00 an hour as a 
beginning cook. 

Now that you are aware of some of the jobs avail- 
able^ ask yoiirself the following qu'ektionsi Do 
you enjoy working with peopj^e?. Do you have an 
aptitude for business^ math, or electronics? 
Are you interested in f ood-^service? Do you have 
a pleasant personality? Perhaps if you answered , 
*'yes'* to some of these questions^ yoti^ will pur su'^j . 
a satisfying occup^ation in the field-of Hospitali'ty 
and InnkeepingI 



27 

Charlie 
Brown 
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1 

2 
3 



Drawing 



Football 
Quar t erbajck 



What should I do to earn my living? Be a drafts- - 
man, engineer^ teacher^ movie manager/ chef, 
salesman, or , . * Do I need a coilege education 

or can I combine some training with my Job? 

Everyone has their fantasies about jobs, but some-- 
day soon each has to make a idown^to-^earth choice. 



Career 
Oppor tuni ties 

Chart 



Allow us to introduce you' to the opportunities in 
a growing and prestigeous occupation. 



Garvey 

Pa-t ter:n 



rt is importgLnt to know that professional and 
technical workers- enjoy an extremely Ipw rate .of 
unemployment » In addition^ their skills enable 
thfm to move from Job--to-job as well as to various 
areas of the country. 

Within the South Bend area, there are many machine 
companies, Garvey Pattern . . . 



8 



Martin Machine, parrish, Penz, 



Martin Machine 



9 



Office^ 



10 

^Saf ety^--^ 
Signs 

11 " 

Safety 
; Sign 

12 

Stamping 
Press- - 



and in the yyellpw pages you wilj find over 50 more 
local machine companies. Some of these industries 
have branQh plants in various parts of the .country* 

Every employer must comply with OSHA^s safety 
regu i a talons 

/ " ; " . : \ ' 

These safety measures are foremost for the. protection 
of the workers - especially for the ^eyes and hands, ' 



Today, safety regulations require the operator of 
this press to wear automatic sHackles, 
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13 

CRIB • 

Worker 



15 

Blueprints 
16 

Blueprints 
17 

Blueprints 



IS 

Marble Top 
Table. 

19 . ^- 
Worker * s 
Work Area 



20 
Worker 

21 ' 
Worker 



As an apprentice, workers are allowed use of 
the coiTipany's tools* " 

Some employers hire prospective workers while 
they are still attending high school* They are 
usually positioned in the tobl-crib to enable 
them to learn the various tools needed for 
machining operations. Some industrial co-operatiye 
training students have advanced from the crib to 
operating machines. 

All products begin as an Idea* These ideaS' must 
be transferred to a meaningful code through 
blueprints. 

Mechanical engineers produce detailed designs, 
which all machinists need to read and understand* 

Hash step of the machining process must have 
de'tailed drawings which' a machinist develops into 
a three-dimensional pattern. 

Balanced marbles-top tables enable machinists to 
perform precision measuring,' 



Each individual area is equipped with special 
tool^, Controlled sel f-lightening j and a dust 
contr-ol system* These factors all add to the 
comfort of the employee. 

Heavy materials arerlifted by an; overhead monorail 
crane system and locked into place. 



Onfie the material is on the table, 
shifting are easily done by moving 
stock hand wheels* Seldom does a 
to^ lift^ anything over 40 pounds* 



adjustments and 
belts and tail- 
man or woman have 



22 

Worker in 
Whi te Shirt 



Clean work areas enable employees to wear casual 
clothes, even white 4ress shirts — but no ties] 
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23 
Worker 



24 
Machine 

25 

Metal Lathe 

26 

Blueprints 



27 

Saxophone 

28 
Worker 



29 
Worker 



30 
Welder 

31 

Drill press 



32 
Worker 



33 
Foreman 



34 
Molding 
Machine > 

35 

Plastic * 
Products 



Here a pattern, first built in mahogany^ is ^being 
copied\^dn steel, Then^ this automotive transmission 
casing will be cast for forms to be used in a foundry, 

A wide range of tolerance settings enables precision/ 
to one- ten-thousandths, of an inch. 

Industrial metal lathes operate on the same prln-. 
ciples as those found in your school's metal shop. 

Many people are "surprised to learn that all metal 
musical instruments originate as a blueprint; and 
then follow the same steps as an automotive product. 

Workers become highly skilled in wood, plastics, and 
metals. This alto saxophone is constructed of brass, 

An electrically-controlled feed box automatically 
situates large, heavy pieces f at this 'Vertical 
boring machine. r 

Drilling results in small and dangerous ^steel 
shavings. These are removed by forced air and 
picked up .by a vacuum system. 

Shops dealing more with^a manuf aaturing product 
and tool repair often require welding. 

A few companies encourage co-^operative training 
^^tudents to work par t-timep as this student does 
at a drill press. - 

) ' ■ ^ 

Journeymen are allowed a flexible schedule of work, : 
but are required to complete tooling assignments 
by a given date* , ' 

This young man has advanced to the pqsi.tdon of 
foreman by experience and night instruction at a 
local college. ^ . . , 



He now controls the^ mixtures 
foam-plastics machine. 



this s opho s t i c a t ed 



All these molded plastics of various sizes 'and colors 
were made in one plant. They, vary from ventilated ^ 
truck doors to casings for vacuum sweepers. 
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36. Some tooling companies find it more economical to 

Overhead produce a complete article instead of one part. 

Assembly They then develop a production line to move materials 

Line at a steady pace^, 

37 Some jobs are mechanically done - as this dip 
Dip Painting painting process, 

38 Products range from a garden tractor snow-blade 
Compressor to^ large compressorSp This compressor has sim- 
plified the job' of roofing buildings. The tar is 
heated and then- can be pumped to a height of five 
stories. 

39 Big companies sub«contrac t, tooling shops for special 
Tape parts. Do you recognize this tape cartridge? 
Cartridge 

40 Applicants are chosen from those having a strong 
^ Math Books mathematical background. Usually three years of 

high school math are required,. 

41 In addition, industrial arts classes help to acquaint 
Classroom future workers to tools and skills. 

42 While gaining on-the-job experience^ an apprentice 
Tuur must accumulate 735 work hours in classroom t raining * 
Members before becoming a journeyman* 

43 In the St, Joseph county area^^an additional 56 tool 
Newspaper & die makers are needed each year. At present. 

Ads there are approximately only one-third of this number 

in a work training program, 

44 What kind of salary can I expect to Make??? 
Salary 

Information 

45 The U, S. Bureau of Labor ranks tool & die makers 
Graph seventh in life-time earnings. 

46 Tool & die makers lead the skilled workers in year- 
Graph round employment. 

47 Now, weUl try to field, any questionsn I 
Cartoon - 

48 , - --12:3 -.- 
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Appendix E-8 
RETAIL SCRIPT 



"Re t ail 



Merchandi sing" 



"Retail" , 
as opposed 



he sale of goods 
to wholesale. 



in small quantity 



Rober^t son ^ s 



Rober t son ^ s 



L, S. Ayres 



Manager 



6 



Parsonnel 
Director 



Personnel 
Trainer 



8, 



Secretary 



Can you guess the local retailer who started 
selling their wares at this downtown location? 

If you guessed Robertson's in our new downtown 
River Bend Plaza^ you are correct, 

A newer concept is the shopping mall in suburbia* 
One of the larger stores in the Scottsdale Mall is 
L. S. Ayres^ one of six franchised stores^ based 
in Indianapolis, These retailers offer many types 
of job opportunities such as artist ^ cook^ carpenter ^ 
marker, security officer, truck driver, and some 
twenty other jobs. 

When considering these jobs, where better to begin 
than at the top?' The store manager is really a 
jack-of-trades. This position requires special 
leadership abilities in merchandising ^ creativity, 
and personnel management. If one is part of a 
large chain of stores, he must/ be mobile and willing 
to move to one of their other stores, if asked. 

Other top level positions include a personnel 
director in charge of hiring all employees. Full 
employment for these retail stores could vary from 
100 - 650 employees depending on economic conditions* 
These managerial positions are Qften filled by college 
graduates in business administration or marketing. 

In this training room, all in-coming sales employees 
are schooled in the sales experience, Tlie personnel 
trainer^ has a high school diploma. Such a position 
requires an individual who has' training skills and 
who is pleasant, friendly, and able to .create a 
family atmosphere. 

Most office work in retailing requires,;a high school 
education with skills in typing and dictating. Like 
this secretary to the personnel director, they must : 
also be able to deal with the public. 
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SLIDE 



RETAIL SCRIPT 



Woman 

Checking 
Account s 



Some office work done behind the scenes requires 
ladies to check accounts and balances , , , • 



10 
Woman 



11 

Recep t ionis t 



12 
Worker 



1 J 
Time 



Clock 



14 

Ivy Room 



15 

Saleswoman 



, ^ not to mention credit checking as to 
whether credit cards are being used by authorized 
card holders. These women work part-time or full-- 
time. They require on-the-job training for 
efficiency and accuracy. 

^This receptionist and switchboard operator needs 
no special education but a pleasant personality for 
meeting the public^ v/hether in person or over the 
phone,' is very important. Her answers leave lastin 
impressions of her employer. 

On-the-job training can prepare this high school 
graduate for this important * although routine, job 
for every retailer ~ sending out statements. 
These monthly statements must supplement the over- 
the-counter cash sales. 

Most of the jobs described are ones that require 
an hourly wage. Punching the time-clock assures 
punctuality , good attendance, and makes no dis- 
t inct ion between union or non-union employees , 
The high school gradua^t^ itarts at the minimum 
wage with increments each year,^ as well as promo- 
tions. Many start at the bottom and work their 
way up. 

Some specialized departments within the retail 
outlet demand managers who work on a commission 
basis. Personal qualities for such managers 
include having knowledge of marketing trends, 
the ability to organize merchandise and personnel, 
as well as being well-groomed and poised. 

Sales in a specialized department depend not only 
on outstariding supervisors who travel the world 
seeking out merchandise, but also on dedicated and 
enthusiastic^ salespersons like this lady showing a 
new fashion. 
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RETAIL SCRIPT 



16 

Hair Stylist 



17 
Shoe 

Depar tment 



18 

Cosme t ic 
Depar tmen t 



I'i 
Hos t ess 



20 
Hos t ess 
Seating 
Guests 



A speciality shop within the retail store, has a 
def ini t e purpose* 1 1 draws in certainKclientele, 
makes shopping attractive, and more convenient , 
This beauty salon offers opportunities for both. 
men and women who have a diploma from a high school 
and a state licensed school which includes a six- ' 
month apprenticeship program* 

Like the beauty salon, the shoe department is 
also a franchise, A position within this department 
demands ^ excellent use of sales skills and the ability 
to meet the public. 

Another service, speciality area within the retail 
store is the cosmetic department. This lady is 
actually commissioned by one of the nationally 
known cosmetic firms which is responsible for her 
training so that she is able to promote and demon- 
strate their cosmetics and the most recent beauty 
trends. 

Another feature of many retaii stores is food 
services. This hostess needs no special training, 
but a pleasant and pleasing personality is a 
necessi ty , . , , ^ 

, , . , as well as '^the ability to handle the 
impatient shopper. 



21 

Wai tress 



Gift Wrap 
Depar t ment 



23 
Art 

Display 



No high school diploma is nece 
waitress, however , she needs a 
skills. Helping her behind th 
bus boy, dishwashar, cook, and 

The busy shopper seeks out ano 
Gift Wrap, where jher purchases 
at tract ively wrapped by one wh 
the- job training and requires 
Creativity and dexterity are n 

Retail stores often accommodat 
service projects such as this 
junior and senior high school 



ssary for the 

good memory and math 
e scenes would be the 

chef. • ; 

ther service area, 

are quickly and 
o has received' on-- 
no high school'^ diploma, 
eeded quali ties, 
/' 

e non-profit public 
art display by local 
students. 
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RETAIL SCRIPT 



24 
Worker 



Other practical services include alteratirDns, 
These areas of the store are often under union 
control and paid an hourly wage. 



25 

Woman at 

Sewing Machine 



A high school diploma is not necessary ^ 



26 

Worn an at 

Sewing 

Machine 



Checking 

Clothes 

»^ 

28 

■ Woman 



but the ability to sew is, of course, a necessary 
rt uirement along with a willingness to learn new 
things. 



Do you ever wonder how or when merchandise is 
marked? Nothing appears on the sales floor unless 
it has first been checked in * , * * 

. . , , and marked as merchandise ^d inventory of 
that particular retailer. 



Ch e c k i ng Boxes 



2M 
Woman 

JQ 
Woman 

Boxing Items 
31 

Dresses on 
Rack 



32 
Por t or 



Every single item must be. tagged 



or boxed. This merchandise marking 
and requires on-the-job training* 



is imperative 



33 
Woman 

Organizing 
Inventory 



There are two methods of marking. That just l. 
shown — markers right on the spot and premarked. 
Retailers which are part of a large chairi^ have 
their, merchandis^e^^arrive already tagged ready to 
be placed on the sales floor. 

Retail stores are in dire need of dependable, 
industrious, self-direct maintainance personnel. 
These characteristiGS are all that is required 
of this employee. ^ Skilled craftsmen like elec- 
tricians and carpenters are also employed by the 
retailer to supplement this porter's duties* 

Larger retail stores have completa display de- 
partments for those trained in design and decor. 
However, smaller stores leave department displays 
to the sales personnel where they are free to 
create,' design, organize and reorganize their 
inventory* 
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SLIDE RETAIL SCRIPT 

* 

34 In conclusion^ the retailer offers a multitude of 

China job opportunities for the skilled and unskilled, 

Dapartment ^ the union and non-union member, as wall as the non- 
high school, high school, and college graduate* 
The next time you shop in one of the local retail 
stores, remember all the behind the scenes personnel 
that^ work to make your shopping convenient, 

3.5 . • ' 
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SLiriE UTTLTTY SCRIPT 

' 1 ^ B e c au s e o f i n c 1 cm e ri t we a t h e r mo st of the slides 

Substation are of the Dumont Substation at Lakeville, but I . 

will try to elaborate on other Job areas also* 

2 A variety of tasks are performed by substation 
Worker workers Including everything from the actual con-* 

struction of the substation to the daily maintenance 
and operation* 

3 Education equivalent to a high school diploms^ good 
Worker physical health and a certain mechanical ability 

qualify a person for the duties required of entry 
level substation workers, 

4 ^ Pay ranges from $4.39 to $6,44 per hour .for the 
Equipment various levels of substation workers^ Satisfactory 

performance on the job will qualify a person to 
mov^e from one pay scale to the next. Necessary 
training for each step is acquired on the job and 
takes from six months to 2 years, 

5 Though most substation positions are entry-type 
Equipment jobs^ the specificty of' some furictions requires 

schooling beyond high school, 

6 Engineer ing techni cians require two years of 
Engineer electrical engineering in the power field. Schools 

in the area offering this training are Valpo Tech^ 
Purdue, Tri-State, Western Michigan just to name a 
few,. Pay scales for Engineering Technicians. run 
from $4. 26 to $5, 88 

7 A 4 year engineering degree is required of those 
Engineers overseeing the operation of the Substation* 

8 . Also some positions are open to persons who have 
Drafting had drafting in high school or have taken a six 

month post high school course, ^ Pay scales for that 
: classification range upward from $3, 24, 

9^^ Keeping riecords and inventories of material^ ordering 

Equipment new stock and issuing material necessary for daily 
operations are duties performed by the stores de- 



partment. Pay scales run from $3,14 to $5,38* 



EKLC 
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UTILITY SCRIPT 



10 

Lineman 



The line department offers entry level Jobs again 
requiring an equivalent to a high school diploma, 
good physical health and stamina, just, as for the 
substation worker. The pay scale is also the same 
as substation workers. 



11 

Lineman 



12 
Lineman 



Opportunities for^ advancement are dependent on a 
minimum training period of from six months to 2 
years in each job category. 

Turnover rate is low at I & M^.and length of 
employment is high which implies that worker sat- 
isfaction due for the- most part to pay scales, 
benefits and general working cdnditions is good. 
Must utility workers I know also take great pride 
in their jobs because they feel it is an important 
conttibution^' to society. 
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